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Definition. Since the use of the term •’periodical” is not uniform 
as to meaning, a clear idea of its usual signification is necessary. 
According to the Century dictionary a periodical is ”a publication 
issued at regular intervals in successive numbers or parts, each of 
which (properly) contains matter on a variety of topics, and no 
one of which is contemplated as forming a book by itself” Johnson’s 
Cyclopedia states that a periodical is " any publication appearing 
at stated intervals " but adds that "in current usage the word is 
applied only to publications composed of miscellaneous articles, 
appearing less often than once a week and more frequently than once 
a year".
The term ”serial”,which is often used as synonymous 
with "periodical” is perhaps a broader term, including periodicals, 
in its current usage limited to publications issued regularly 
oftener than once a year, and such publications as annual reports 
and proceedings of societies,which in some libraries are termed 
"continuations”. In numerous instances in the Library journal “serial 
is used in this broad sense.
Purpose of this thesis. In this thesis periodical is used in
the sense given in Johnson’s Cyclopedia, as the current usage, 
limited to publications appearing regularly oftener than once a 
year and less often than once a week. Newspapers are however in­
cluded here, some being weekly, others semi-weekly and others daily 
• ---- ---- --.------------------------- .■._ .i—
and. hardly to be separated from any discussion of periodicals. An 
attempt has been made here to investigate the treatment of current 
periodicals in various libraries, to learn what are considered the 
most approved methods or opinions in this department, with regard to 
selection, ordering, checking receipt, mechanical preparation for 
use,and reading room or circulating use. For this, study was made 
of 709 annual reports from 88 libraries on file in the University 
of Illinois library, library periodicals and miscellaneous material, 
and in the few instances possible the libraries themselves. Blanks 
were also secured from a number of prominent libraries to illustrate 
different methods. Thanks is especially due the librarian of the 
Cleveland Public Library. Mr. W. H. Brett, who kindly sent a copy 
of the routine work in connection with current periodicals at the 
Cleveland Public library.
Value of periodicals. From the obscure beginnings of journalism
in the 16th century and in our own country the establishment of 
the first American journal, the Boston weekly newsletter, in 1704, 
the output of periodical literature has become enormous. Much has 
been said for and against the usefulness of this literature so much 
of which is ephemeral and it is largely since the production of 
Poole's index that their lasting value has been made evident. To 
the current and recent numbers of periodicals the student of what­
ever subject must go for all up-to-date information on his subject. 
The business man feels he cannot get time to read many books but 
depends on the periodical and newspaper to keep him informed, the 
club woman finds just the kinds of articles she wants in periodicals 
and the schoolboy and girl are taught to notice the trend of current
events and make use of the newspapers and periodicals. No one person
can subscribe for all this useful and entertaining material, h-nce
one of the important duties of the library in to provide the bent
and make then as accessible as possible.
Aside from the valee of the periodicals in themselves
the library may by this means attract readers to the library and
also lead to increased use of ths books in the library. As is well
said by Mr. J. C. Dana in the "Public library handbook", "If the
first duty of a library is to be used - not to pose as a monument 
oor maus^Leum - then it will be wine in opening a new library to put 
out as much bait in the form of clean, entertaining, illustrated 
periodicals as may prove necessary to fill the reading rooms and 
to get the public, old and young, into the library habit".
It has been computed that of the annual output of the 
American press, 82 %  consists of newspapers, 1 0 %  of magazines and 
reviews, and only 8 %  of books. With these figures in mind, it is
4evident what a small proportion of all the periodicals and newspapers 
published will be secured by any one library, and the need of the 
most careful selection is made emphatic.
Selection
By whom made. The selection of periodicals in any library is
usually in the hands of the same committee as the selection of.books. 
This means, however, that the librarian has to make the greater part 
of the selection, submitting it for the approval of the committee 
and bringing up particularly any doubtful points. In a large library 
where there are branches and numerous departments, the plan followed 
by the Cleveland public library is a good one. Lists giving titles 
of periodicals from which selection may be made are sent to each
branch and department and there marked to show the number of copies
A-
of each title asked for and its rank in importance for the de - 
partment or branch. One copy of this list Is held at the branch 
or department, the other returned to the periodical cleric,who 
tabulates the list to lay before the Board.Any changes may be 
made until the list has been put into the hands of the Accountant 
for ordering,after which the list roust stand as final.
Funds. The first question which comes up in making a list to
be ordered,is that of funds,about how much can be devoted to cur­
rent periodicals.lt might be helpful in making this apportionment 
to know what other librarians expend in this branch of their work. 
Statistics have,therefore, been taken from the statement of expend 
itures in 52 '.library reports,the latest of each library which was 
on file in the University of Illinois Library, and a comparison made, 
of the funds devoted to periodicals, books, binding and salaries, 
as shown in the accompanying table.
Three groups are aade: (1) those libraries in which
the total expenditure dor the year was less than $25000; (2)
(
those in which it was between $25000 and $75000; and (3) those 
in Which it was over $75000. Percentages are given for each library, 
averages shown for each group and finally the average percentage 
of funds devoted to periodicals,books, binding and salaries in the 
52 libraries considered. While these,as other library statistics, 
can not be taken as absolutely comparable, since libraries do 
not use a uniform method of preparing and presenting statistics 
and conditions vary in different libraries,still the comparison 
of statistics for periodicals may be considered well founded’, 
much more so than comparison of binding expense, for example.
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for periodicals includes a few other than current, but usually 
back numbers and bound volumes are purchased from a separate
5
fund or from the book fund. In many of the reports the item is 
given as "Subscriptions'; but usually merely as "Periodicals "or 
"Magazines". Where newspapers we^e given separately, the amount 
spent was combined with that for periodicals.
Prom these tables it will be noticed that the aver­
age expenditure for periodicals ranges from 1 3/10 per cent in 
the Library ’of Congress, which on account of gifts, exchanges, 
and copyrighted material would not need to expend so raueh pro­
portionally as Other libraries to 8 9/10 per cent in the Brooklyn 
library. The average expenditure in the 32 libraries spending 
less than $25000 a year is 4 7/10 , in the libraries expending 
between $25000 and $75000,3 9/10 and in the seven expending over 
$75000 it is 2 4/10 per cent, the final percentage in all being 
3 7/10 per cent, of the total expenditure. These figures in­
dicate that the percentage spent for periodicals in a small 
library must be considerably greater than in a large library.
As a matter of interest, comparison is also shown of the percent­
age devoted to books, binding, and salaries, which indicates 
that for books and binding the percentage varies greatly, v/hile 
for salaries the percentage is greater in the large libraries.
In a reference library the per centage devoted to 
periodicals is larger than in a circulating library of the same 
total expenditure. An example of such a library is the John 
Crerar of Chicago which as shown on the table, spends a larger 
portion ofits funds on current periodicals than do any other of 
the la^ge 1 •bra‘ries included in this table. In a College li­
brary the needs along this line are alv/avs large, altho as was
stated in the a .L.a . conference of 1P98 in a discussion of the 
proportion of College fun^s to he devoted to current periodicals, 
the proportion is relatively less in larger than in smaller 
libraries. Mr. James, Librarian of Wesleyan university, in his 
paper on the subject presented at that conference, emphasised 
the value of periodicals in the college library with small 
inocome with these words, "They will also find ,1 believe, that 
a given amount of money invested in current periodicals will 
give more stimulus to advanced,independent work than the expendi­
ture of the same amount for books.1* The conclusion reached from 
that discussion was that the college library should expend from 
one third to one half of its total appropriation for books 
and periodicals on current periodicals.
In the college literary another question which arises 
in connection with funds is whether the periodicals shall be 
ordered from a general appropriation or from department funds. ,
At the University of Illinois library they are all ordered from 
a periodical fund especially set aside for that purpose. At 
the above mentioned A.L.A. conference of 1898 this was considered 
by the college librarians the best method, providing a more 
settled policy and preventing so many changes as might occur in 
department funds and expenditures. It should be remembered 
that it will usually be cheaper to buy the periodicals while 
current than later, when a gap must be filled for reference 
purposes, and the volumes are perhaps scars© and expensive.On this 
account, as little change as possible except for increase should 
be mad© from year to year in the appropriation for current per­
iodicals.
TPrinciples of Selection. When the amount to be expended has been 
decided upon, the important question of making the list to be 
purchased must be carefully considered. The importance of making a 
wise selection lies not only in the necessity for discrimination 
as to present usefulness, but also in the fact that the future 
must be considered and that changes leave the library with parts 
of different sets, which cannot, combined, have the same usefulness 
to the library as an equivalent number of volumes in complete sets. 
The principles for selection vary in different Kinds of libraries 
in different localities, but in any library the general rule should 
be followed to obtain the best and most representative periodicals 
which lie within the scope of the library, as far as the funds 
allow.
Kind of library. The nature of the library is one of the first
considerations affecting selection. In a reference library, such 
as the John Crerar, which expends #4000.00 a year for current 
periodicals, few general periodicals are purchased, most of the 
list being made up of scientific periodicals related to the 
subjects in which the library specializes. Out of the total number 
of 1468 periodicals currently received at the John Crerar library 
in January 1902, 1134 come under the heads of social,physical, nat­
ural, or applied sciences. In a college library, although a good
«
selection of general periodicals must be made, the special 
periodicals are much more numerous, to cover history, literature, 
science, technology, and all the various lines of work carried 
on by the institution. The demands upon the public library are 
more for the general, popular magazines and less technical
scientific, and other special periodicals. In science, periodicals
&
on applied science a^e more needed than on pure science as in a 
college library.
The community. The character of the community and the constituency 
of the library must be well considered, so that, if,e.g. the city 
is an industrial center, periodicals which relate to these indus­
tries, directly and indirectly, the technical and the more popular, 
may be selected. A glance through the current periodical list of 
the Carnegie library of Pittsburg (see list -cam p.Tl) will show 
how this library has selected a large number of periodicals espec­
ially useful in such a city. Again, if the community has any 
special institutions such as a school of music,it will be necessary 
to select more periodicals of that class, because there will 
naturally be more people in the community interested in the subject. 
The presence of any other library in the community is also a factor 
to be taken into account. While there are certain periodicals 
which every library must have, others on more special subjects 
need not be duplicated in the same community, but may be distributed 
among the different libraries doing different Kinds of work.
\sV\umoTOusIllustrated,periodicals. As a means of attraction, to bring 
people to the library, illustrated weeklies and humorous papers 
are not to be omitted by any means from the public library. There 
is considerable difference of opinion among librarians as to the 
value of some of the "humorous papers" especially Puck and Judge. 
Many librarians believe that these two are read chiefly by boys 
who do not recieve from them the ideas of patriotism and respect 
for their legislators which ought to be inculcated, and are not 
lead to read anything else. The Iowa State Library commission 
discourages libraries from subscribing to them, if possible, since
10
when they ere once in, it is difficult to get them out. Others urge 
that children do not feel the objectionable features and do learn 
a great deal of political history from the cartoons. These two 
periodicals have been withdrawn from the Peoria and Evanston (111) 
public libraries, for example, while on the other hand, at Bloom­
ington and Quincy,(111) they are not considered so objectionable.
Foreign periodicals. If the public library is in a community where 
there are many foreigners it will be a good drawing card to have a 
few periodicals in the language familiar to the foreign citizens.
In any large city of course the number will be somewhat large, as, 
e.g. in the Chicago public library (see list -egm. p.TO). As an 
example of a smaller library, the Michigan City, (Ind.) library, 
situated in a city having a large German population,has found it 
a great attraction to keep on file two or three German illustrated 
papers and the local German daily as well as those in English.
Children’s periodicals. For the children as well as the adults
periodicals must be selected, although since the number of good
children’s magazines is small, the problem is not so difficult
as with the others. If there is a separate childrens room where their
periodicals may be placed, a number of periodicals other than those
qstrictly for children, such as Harpers Weekly and^Scientific 
American should be included. In the Cleveland public library the 
American monthly review of reviews, Harpers weekly, and Scientific 
American are all placed in the children’s room. From the reports on 
children’s rooms,received by Miss Plummer in 1897 it was learned 
that at th<t time the list of ten periodicals for children at Pratt 
Institute was larger than that of any other libraries reporting.
The Pratt Institute list included the Scientific American and
wHarpers Weekly. The tendency in the various libraries seemed to 
be to duplicate a few favorite*, rather than take a variety, as, 
e.g. the Minneapolis public library took ten copies of st. Nicholas. 
This tendency has not changed greatly, since in 1900 at the Buffalo 
public library only seven different magazines for children, but 18 
copies of these were taken, this list including Harpers weekly, 
two periodicals on birds, two copies of the "Child Carden", three 
apples of "Little Folks',' seven of St. Nicholas and three of the 
Youth’s Companion. The Boston public library included in its list 
one German and one French periodical for children.
Newspapers. The matter of supplying newspapers is a vexed
question in many libraries, principally public libraries. In 
a reference library it is not usually expected that the daily 
papers will be provided to any extent, except for future reference. 
In a college library only a small selection is made, to include 
the best local papers and a few of the most representative papers 
of the country, For example in the University of Illinois library 
one Champaign, one Urbana, three Chicago,, one New York, and one 
Brooklyn daily paper are taken. In the Columbia University library 
no attempt is made to meet the demand for newspapers, the view 
being taken that the price is so low as to place them within the 
reach of all students. The selection in a college library is then 
as much for reference use in the future as for current needs.
In puhlio libraries, a very interesting and full 
discussion of this subject at the A. L, A. conference in 1894 
brought forth many strong expressions of opinion pro and con 
as to the library's duty in this matter. The arguments against 
newspapers in a public library,that they attract a "vagrant, malo<—
dorous olaas, that those who read them do not read anything else, 
and that if the library i® to serve as an educational institution 
they are not of sufficient value to warrant their purpose, were 
not met by absolute negatives, but the stress in the replies was 
laid upon the fact that the public library must meet the wants of 
all classes of readers, whether their taste has been developed for 
more than a newspaper or not, and that the newspapers do have an 
educational value. As Mr. UtVfcy, Librarian of the Detroit Public 
Library, summed up his own views, * It can not be proved that the 
reading of newspapers does not tend in the direction of educating 
and elevating the people. At least it will be conceded that such 
reading is not demoralizing. Then if the public demands a newspaper 
reading room and is willing to pay for it, and it serves a whole­
some purpose, the library rsust supply it”.
As to newspapers in a small library, Mr.A. L. Peck, 
Librarian of the Gloversville, N. Y. public library, where they take 
12 morning papers, spoke decidedly in their favor, saying, " Fe 
have kept many a man from the saloons by having a newspaper. They 
brought their children there first to read the newspapers and we 
gave them books. I think newspapers in a small library are very 
important, more so than the Encyclopedia Britannica”. There are 
few public libraries which can afford to take a large number of 
newspapers, most of them limiting their list to local papers and 
a few of the leading papers in the largest cities, especially the 
large city nearest the library in question.
An exception is the Boston Public library which 
recieved from Mr. W. C. Todd, a citizen of New Hampshire, a gift 
of $ 50,000. the annual income of which was to be devoted to
newspapers. Mr. Todd felt that on account of their value to business 
men, their interest to strangers from different parts of the 
country,and the broader views to be obtained from papers representing 
different localities and foreign countries , such a collection 
would be of great value. The library of Congress is another library 
which receives a large number of newspapers, over 400 published 
in the United States and 150 from foreign countries. Perhaps an 
ideal condition would be that described in the library journal 
of 1885 by Mr. C. A. Cutter as a "view of the Buffalo public library 
in 1985". Then each of the larger libraries would have a certain 
field assigned it, comprising its own city and the territory around 
it, for which territory it would secure and preserve all local 
papers, but no others, (with very few exceptions). When anything 
from another city paper might be wanted, communication would be 
established with the library in that city, by telephone, the 
question would be loofced up by those familiar with their own papers 
and the desired information either read off over the telephone or 
copied and sent. Doubtless before 1985 in this as in other depart­
ments a great advance in cooperation will be seen.
Aids in selection. For selection the first requisite is perhaps
tha librarians personal, critical Knowledge of various periodicals- 
their character and scope. The advice of specialists should be 
secured for the special periodicals and requests from readers 
should be given attention. In the 1897 report of the John Crerar 
Library, in regard to the increase in the number of periodicals 
taKen since opening, it was stated that this was largely in answer 
to requests from readers.
Various Kinds of lists are of great service. Lists of
periodicals taken by other libraries of about the same size or
character could be obtained, either in the annual reports of such
libraries or in their bulletins or separate lists. For small a number of lists
libraries^have been carefully prepared, examples of these being 
a list in Mr. Dana's Library primer, 1899, p.ui -62, and a list of 
22 periodicals recommended in the "Suggestive list of bobks for 
a small library recommended by the State library commissions of 
Wisconsin, Iowa, Minnesota, Nebraska, Idaho and Delaware, com­
piled by the Wisonsin library commission, 1902, p.40-41. In 
the latter list those especially valuable are marked by an 
asterisk.^
There are also lists of periodicals of various classes 
to be consulted, e. g. on education, a list of educational period­
icals regularly received by the New York state library, given in 
its report for 1898, p.36-38,or another list of educational 
periodicals given in the Columbia universitylist of "Books on 
education in the libraries of Columbia university, 1901, p. 
14-17. Such lists as those published by the New York pity
public library in its monthly bulletins would be useful in the 
largest iibraries.These lists appeared by classes, giving the 
titles of the periodicals on file in the New York city Public 
library and Columbia University library, both back volumes and 
current. For example the bulletin for Jan. 1898 contained a list 
of periodicals on botany in these two libraries.
Newspaper directories, such as Rowell's for the 
United States and May's for Great Britain a1"© necessary for refer­
ence, but since they include nearly all newspapers and period­
icals pxiblished in the country give little help in selection,
To give information as to the discontinuing of any periodical 
or appearance of a new, the Bulletin of bibliography published 
quarterly by the Boston booh company contains in each number a 
a "Record of new titles, changed titles, and deaths in the period­
ical world", arranged alphabetically by title.
Another Kind of list to be consulted is the list of 
periodicals indexed in various indexes, such as the Cumulative, 
Annual literary index, Poole's index and the Engineering index, 
since the future usefulness of the periodicals selected will 
depend so largely upon the presence or absence of an index,besides 
that in the periodical itself.
Ordering When the new list is ready to be ordered it should
be compared with last year's list and notice sent at once to 
the publishers of any periodicals to be dropped.
Current periodicals may be ordered from any of three 
sources: (1) directly f^om the publishers, (2) through a sub­
scription agency for periodicals, or(3) through a local dealer.
Most libraries do not consider it so satisfactory to order through 
the publishers for two reasons: (1) the added expense, less 
discount being secured and (2) the greater amount of clerical 
labor required. For newspapers another disadvantage is that 
they are not delivered.unless there is free mail delivery, while 
if ordered through a dealer delivery is assured. Through a 
subscription agency it is probable that a higher rate of discount 
will be allowed than through a local dealer, on account of the 
greater extent of business of a subscription agency. At Evanston, 
Illinois.the public library orders through the local dealer ,
however, and the librarian considers it just as satisfactory as 
the other method.
There is also a saving in clerical labor, at least, 
if all the American periodicals can be ordered through one agency. 
For example,the John Crerax. Library orders all its American 
periodicals from the Subscription News Co. In the Cleveland 
Public Library, on the contrary, the lists of periodicals to 
be ordered are sent to different newsdealers for bids each year, 
and upon receipt of bids the results are tabulated and the source 
from which each periodical shall be ordered is chosen.
Foreign periodicals. The ordering of foreign periodicals pre­
sents dome difficulties not encountered with the American. Order­
ing from the publishers,or foreign agents, or agents for American 
periodicals is usually unsatisfactory, since when sent by mail 
direct, covers and addresses are often torn off, especially on 
French periodicals, and the losses in the mail, extra bills for 
postage, and sometimes slower service over balance the seeming 
economy. The experience of the present librarian of Armour 
Institute of Technology confirms the statement since they do 
not find it satisfactory ordering through an ordinary American 
agency.
Much the better service will be secured from reliable k w m n
importers, the two bestAbeing Lerncke and Buechner, and G.E. 
Stechert, both in New York City. The periodicals come in much 
better condition,in weekly bales,flat instead of rolled, forwarded 
by special arrangement in the mail room of the fleetest steamers, 
and the importer makes good any loss. The John CreraT library. 
University of Illinois library and the New Haven (Conn.) Public 
library are example s of libraries which ord«r through an importer,
IT
either Stechert or Lerncke & Buechner. The New York City Public
library,which receives periodicals from about 30 foreign countries 
orders them through five dealers. A list of five subscription 
agencieswith addresses, is given in the Suggestive list of 
b®oks for a small library, compiled by the Wisconsin library com­
mission, 1902,p.41.
Subscriptions,. It is advisable to have all the subscriptions
expire at one time, to save clerical work. This limit may be 
either the end of the fiscal year or a calendar year. Mr.Gerould 
of Columbia University Library in 1900 preferred the fiscal 
year as the limit, but for one reason the calendar year would 
seem more convenient, sinks so many periodicals begin the volume 
in January. In starting a new subscription care should be taken 
to have the subscription begin with the current volume, not in 
the middle of a volume,to avoid difficulties later in completing 
the set.
Order Record. Record should be kept of each order, date ordered,
time covered by subscription, cost, agent, tnumber of copies 
ordered, and date of bill. If the list is small, it can be 
kept in a blank book,if large and constantly growing or changing, 
on cards,a card to each title,arranged alphabetically.
Uruv. of XU'tncM* Library
0 51 __________ _ ___
'tear CovV Qrd, Bource "Bill Trice 
\ 3 o o  5,Go \ \ £>t)
i^O l 3 Go £oT\'oo ■« boTl’oo 'V.oo
5JoO .$oTVol „ k & o l
At the University of Illinois a record is kept on P slips(see 
sample) and besides, copies of the order letters are kept in letter 
press books. At the Los Angeles Publis library, the list is 
type written on cards such as are used in the card catalog, and is 
considered invaluable for ready reference. At Columbia University 
besides the account kept on cards, the bills are entered in 
detail in a "fund book" giving practically the same items.
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THE J OHN CRERAR LI BRARY.
Chicago,  — 0 So
r^^-STl JO a
Our  subscription to your periodical
OJZi.
is made through the Subscription News Company of Chicago, and the bill 
for the same should be sent to them, if they have not already paid it.
Yours truly,
101 Librarian.
Receipt and At the beginning of each year,especially for new 
Preparation
for use. subscriptions, constant attention is required to see
that all come regularly. When the periodicals are received theu, 
ant o^ >e.ned
ftand receipt prpiuptly checked. The check list should always
have a place for entering at least the title, source, cost, and
♦
date when ordered, besides the squares for checking. Other 
desirable items are: frequency of publication, volumes per year 
and numbers per volume, publishers price, date of bill, editor, 
pnblisher,oall number, number in which title page and indexes 
appear and place for checking their receipt, and a statement of 
the number of volumes already in the library.
It is best to arrange the periodicals alphabetically 
before checking,for convenience in using check list. Three 
kinds of check lists are used in libraries: (l) blank book,(2) 
sheets, and (3) cards. The book form is probably leafct used, 
especially among the larger libraries,altho the St.Louis Public 
library,receiving in 1901 nearly 600 periodicals still follows 
this plan. The princ ip»l objection to it is that new entries 
can not be inserted in any desired order, and if the book is
used more than one year, pages for periodicals discontinued
•  •
could not be easily removed and would be in the way. The use of 
sheets has been and is very extensive, altho many libraries are 
gradually discarding sheets for cards. The sheets are usually 
fastened in some kind of a temporary binder, so that new ones can 
be inserted where desired, or unused ones removed. They are 
usually larger than cards, so that more information may be given 
on them and they serve for a longer period of years. Opinions
probably differ as to whether it is easier to handle the sheets 
or cards, but it is usually the case that new sheets are not 
insetted promptly as the cards would be, so that one must look in 
several places to find all alphabeted under any letter.
The L.B. serial sheets and day blanks, (see samples)
A
issued by the Library Bureau, are used in many libraries of moder­
ate size,such as the Scoville Institute library, Oak Park. 111., 
and the Forbes library of Northampton, Mass. Mr.Cutter,librarian 
of the Forbes library in a letter written in March, 1902 states, 
however, that they prefer the cards recently gotten out by the
Library Bureau and shall use them another year. The sheets 25 x
y Z A r20 cm devised by the John Crerar library (see sample^) are very 
comprehensive in the provisions for various items, and have been 
adopted by the University of Chicago, University of Illinois, 
and New York state library.Samples of these sheets and of a card 
list used in the Osterhout library, wilkesbarre, Pa.
were included in the a .L.A. exhibit at the Paris Exposition of 1900.
Recently cards for checking have become much more 
common than formerly, in 1889 Miss James,Librarian of the 
Osterhout Library described in the' Library journal the carls 
used in her library and recommended them as "solving the problem 
of an easy and apparent way of keeping a current magazine check
4.
list". It was not until 1901, however, that cards were printed jo/aa-'ia
in quantities for this purpose by the Library Bureau. (See samples)
Mr. Gerould of Columbia University library in 1900 recommended
ip.Wcards, such as are used at Columbia, (See sample^) arranged 
alphabetically in drawers. Other universities using similar 
cards are: Harvard, Northwestern, and the University of Cincinnati.
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These cards have lines for ten year's record, and have one useful 
item not on the John Crerar or L.B.sheets,-columns for checking 
receipt of title page and index.
The Library of Congress and the New York Public 
library are examples of large libraries which use cards, the New 
York Public library having adopted them some time ago. At
first the latter library used small catalog cards, but now a
?.£ts
larger size, 6 x 9  inches is in use. (see sample. ) On this card
A
thef’e are nine lines, one for each year. Under the months period­
icals are checked by number and date of receipt for everything, 
published less frequently than semi-monthly. The date of receipt
and initial of person who checks are stamped on the cove^ offor periodicals
the periodic' l.Cards^indexed by the co-operative libraries,the 
John Crerar, Harvard University, etc. are stamped with the word 
•Indexed*. Those indexed by the Astor library are marked by 
a gold star. Various signs are added to indicate in what biblio- 
ographies certain periodicals are indexed, •*- before the title 
meaning "Indexed in Pooled and other marks for the Cumulative,
Rrvi ?ws of reviews index. Bibliographic der Deutschen Zeitschriften 
Litteratur, and Repertoire bibliographique des principales 
revues frangaises. If the volume does not begin in January a 
vertical red line is drawn before the month. 3500 periodicals 
are received in this library and the card check list is considered 
most satisfactory.
The Library of Congress card for checking has no special 
features, except that not so many items are given at the top and 
bottom of the card as on the New York Public Library card. Small 
libraries do not always mark the date of receipt and the number
of the periodical, but simply place a check x under the month, to 
show receipt. Some libraries do not check the receipt of news­
papers. but check when the paper is not received,rather than when 
it is.
The date of receipt if stamped in check-list should 
also be stamped on the cover of the periodical. Most libraries 
also stamp the name of the library on the cover, and if in a 
college library the name of any department which is to receive it. 
It is advisable to stamp the name of the library on the fi^st 
page of the printed matter proper and also on plates. Loose 
plates should be securely fastened in by newspaper pins or other 
fasteners. At the Congressional Library preparing the news­
papers received daily and filed in the reading room, mending 
torn pages and pasting in loose supplements requires an average 
of one minute for each paper or five and one half hours for the 
entire wo^k. (Lib. of Congress. Report 1901.pt. 2, p.250.)
Cutting the Cutting the leaves of periodicals is a part of the
Leaves.
work, which, being usually done by hand, involves 
a great waste of time. In 1882,there was a query in the Library 
journal from Melvil Dewey asking if -any one had a practical 
device for this purpose. Mr.Dewey mentioned one library which 
had taken the numbers to the printing office and had them trimmed, 
but it was a bother and an expense. In the Chicago Public 
library they have been trying a Kimball cutter, but it is not yet 
known with what permanent results. At the University of Chicago 
library students working for their tuition cut the magizine leaves.
Missing Numbers. When any number fails to arrive it should be 
promptly sent for,since possibly it can not be supplied if rmch
For u'&smcjj nurnbeTS
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Gentlemen;
THE JOHN CRERAR LIBRARY
Chicago, . L, /r . (90 Sv
We regret to state that we have not received
A  ">3l. V.
59
Please furnish the same at your earliest convenience, and oblige,
Yours truly,
CLEM ENT W . ANDREWS,
>^. 9s . 3 i  _) Librarian
The State Historical Society of Wisconsin 1k's%tehawdK . ^ S
(TRUSTEE OF THE STATE) Supt
TO T H E  P U B L ISH E R : We failed to receive a copy of
T h e__ 1_____________________________ ____________, for___ _____ _____________ 19 0 ____
Our record of publications received at the Library, indicates th a t it did not come at the proper 
tim e. If  you can supply a copy, to com plete the file for binding;, you w ill ol»lig;e us.
Madison,. 1 9 0 _ Librarian.
[2  M -1-O O .
m\M\TYg number
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Carnegie Library of Pittsburgh
Hazelwood Branch
Monongahela Street
Gentlemen:
Your publication,....._______ __ _____________ ______
fo r ______________________ has not been received. W e re­
quest that it be sent as soon as possible, that our file  may 
be made complete.
Very truly yours,
Librarian of Branch
______________, ipO
UNIVERSITY OF ILLINOIS 
LIBRARY
CHAMPAIGN OR URBANA
*
19
Our copy of
ceived. Will you kindly forward it at once?
Yours truly,
has not been re-
Head Librarian.
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time intervenes. Every library which receives any considerable
number of periodicals has a printed form on a postal card used in
sending for numbers not received. Usually when a new number
comes it will be noticed if the last one was not received and
request may be sent at once for the number lacking. At the
University of Illinois library, when request is sent for missing
numbers the date is pencilled in the vacant square, as "Sent for
11 Ja’ 02." and when the number arrives the record of the receipt
is made as usual. Notice of failure to receive a number should
be sent directly to the publisher, except in case of foreigh
periodicals ordered through an importer. At the Library of
Congress a record is kept of missing numbers and handed to the the
Chief of^Periodical Division each day. A type writer assistant
notifies the publishers of the missing numbers,inclosing in each
letter a pink label bearing the government friank. The periodicals
received bearing this label are then known at once to be missing
numbers and are sent immediately to the desk from whichrequest was
sent. A card is made out when missing number is sent for, as upon
s h o w n t h e  slip (see p.2&) which is copied from the fae-sinile 
given in the Library of Congress Mannual, 1901.p.252.
Another sample on the same page is from the Cleveland Public 
library,a blank for the use of the various departments in making 
requests for copies not received on time, or needed to complete 
a volume for binding.
Title pages and Indexes. When loose title pages and indexes are
redeived they should be filed in a safe place until ready for 
binding. Much difficulty is experienced by librarians in se­
curing title pages and indexes , since so many publishers will not
send, then unless specially requested, and with many the request
1 3
1
must he repeated for each volume. The Carnegie Library of 
Pittsburg has a special printed postal card for requesting title 
pages and inder.es for periodical volumes.
C A R N E G IE  L IB R A R Y  O F PITTSBU R G H
................ 190
Gentlemen:
Please send us.................... copy of the title page and index for
volume
I
Very truly yours,
Carnegie Library of Pittsburgh.
rur novgj ui titb.k . nctn iiokx e1 ux/uiniAt t OH
title pages and indexes to periodical volumes.This special
committee,now composed of W.I.Fletcher, A.E.Bostwick, and Etnetthe
LemcKe, has prepared and,by direction of^A.L.A., sent to the pub- 
lishers a circular embodying recommendations of the following
import:
”(1) Title-pages and table of contents should always accompany 
the number completing a volume, and not the first number' of the 
new volume.
(2) Title-pages and indexes should be furnished with every copy 
of the issue of a complete number.
(3) They should be printed on a two,four, or eight-leaved 
section, separate from the other printed matter.either advertising 
or reading.
(4) It is highly important that the section comprising the 
title-page and contents (or index) should be secured by pasting or
^ 0
stitching to the number which it accompanies, and not be sent 
laid in loose.
(5) We should recommend for such cases that such a separate
section as has been described be made and furnished with the first 
number of the new volume stitched in at its end, not at its be­
ginning.
Publishers are requested to have all advertising 
printed on separate sections if possible." It is hoped that 
this will bring about some improvement.
Receipt of title-page and index should be recorded 
in the check list as any other part of the current volume. The 
Columbia University, New York Public library and Library Bureau 
record cards all have a special place for checking receipt of 
title-page and index. On the John Crerar sheets used at the 
University of Illinois library receipt of title-page and index 
are recorded in the right-hand margin.
■Duplicates. The custom has become quite common of taking additional 
copies for circulation , or for binding. The number of copies 
received should be checked on the receipt record, either in the 
square for the month, or, as on the Cleveland Public library 
card in a separate column the number of copies is placed once, 
after the department or branch, a .d is not repeated unless all the 
copies for one month are not received at the same time, in which 
case the number received on each date is given (see sample 1 
in Cleveland public library "Routine of work for periodical clerk." 
The copies are numbered in pencil on the corner as "cop.l,"
"cop.2", etc. at the University of Illinois library.
)
Sample.Copies. The principal point in the treatment of sample
copies is to he sure whether they are gifts, if many issties come. 
At the University of Illinois library sample copies,if on particu­
lar subjects, are sent to the heads of departments,if general 
are placed on the shelves in special pigeon holes for sample 
copies in the periodical reading room. If four copies come, it 
is to be taken for granted that the magazine is sent as a gift 
and record leapt accordingly. In the Cleveland Public library 
"on receipt of a sample copy of any respectable paper return 
postal card is sent, (see sample^ on which is printed a blank 
form for the acknowledgement of the gift,also saying that while 
they can not subscribe for it, they would be glad to place it on 
file in the Reading room, if they are to continue to receive it 
as a gift, and requesting a reply." The specimen copy is then 
marked with date of acknowledgement and filed, awaiting an answer.
If a favorable reply is received, cards are made for gift index 
and check list, and the paper is placed on file. If unfavorable, 
the paper is turned over to the vice-librarian to dispose of.
A card for the same purpose as that of the Cleveland Public library 
is also used by the University of Chicago library.
Gifts. Periodicals received as gifts should he checked on
the check list as any other periodicals.Under source the name 
of the giver instead of dealer will be entered. At the Cleveland 
Public library a card index of gifts is made, showing title, ad­
dress, donor, and department o^ branch at which card is received.
In November of each year the card is marked to show what part of 
the year's issues have been received and in December a letter is 
sent acknowledging the gift and requesting a continuance. Each 
gift, excepting government ptablications and library bulletins is 
stamped,"Gift to the Cleveland Public library." At the University 
of Illinois library also acknowledgement is made for gifts of 
periodicals only once a year. Lists of such gifts are
crwrva
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Lbe Ulmversits of Gbtcacjo
FOUNDED BY JOHN D. ROCKEFELLER
The library has received the
Is it sent as an exchange or a g i f t ?  I f  neither} 
please discontinue it , as we have already made out our list 
o f  paid journals.
C h ic a g o , i l l .
Librarian.
3391-500-3-00
THE JOHN CRERAR LIBRARY.
The Directors g r a te fu lly  acknow ledge the receipt o f  
-'oo, __V  _
A GIFT TO THE LIBRARY.
C h i c a g o , 1-  V _
31 , ^ Librarian.
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usually published in each library's annual report .sometimes as a 
separate list, as in the annual report of the Carnegie library 
of Pittsburg for 1900-01, or,as in the Boston library report for 
1900-01, Appendix 5, a list of books, periodicals and nexvspapers 
received as gifts, combined. The periodicals are entered in the 
Boston lists under name of publisher or other donor, in alphabetic 
al order. In the reports examined it was found more common to 
give the list of periodicals donated separately rather than 
included with the books. In many cases the gifts were merely 
included in the list of periodicals on file in the reading room,
. ■ f
an asteris y or "g" indicating those donated.
Binders. Small libraries do not find it necessary to use tem­
porary binders as a protection to the periodicals, except perhaps 
a few of those most used. The John Crerar library is an example 
of a large library which does not put any of its current periodic­
als in binders, the usuage not being hard enough to require it. 
In most moderate sized librarian.public libraries and college 
libraries, however, it is considered that the saving in the wear 
on the popular periodicals justifies the use of some form of tempo 
rary covering. Libraries are deterred f^ora using binders more, 
because of the expense and because many people prefer to read 
a magazine as they would in their own home, without any special 
cover.
In the Chicago Public library all the periodicals on 
the open racks in the reading room are in binders. Some libra - 
ries e.g. the St. Louis and Seattle, wash. Public libraries have 
cheap binders or covers made in the library. At the Cleveland 
Public library very simple covers are made from thin tar-board, 
costing about twelve cents each. The number of patent binders
is almost legion, so that selection must be considered carefully.
So many Kinds are used and reooramended by different libraries and 
inventors, it is perhaps impossible to say which is best. The 
chief principle to be observed in choosing a binder is to get one 
which will not injure the periodical by requiring punching. Those 
with spring bacKs, or with flat rods or wires to be slipped inside 
the periodical, holding it close to the binder, and fastened at the 
tndft. are more desirable. For periodicals to be circulated, the 
latter Kind is perhaps better, because the periodical could not 
so easily be removed by readers. The name of the periodical must, 
be on the cover, and it is attractive to cut off the heading from 
the cover of the magazine, or the entire cover, and paste it on 
the f^ont cover of the binder. Varnishing will further improve 
its appearance, and full directions for its application are given 
in the Library journal, July 1889, 14:324 - 25, in an article on 
"Enamel finish for magazine covers" by Mr. s. H. Berry.
In the larger libraries, as in the Chicago public 
library, a label bearing the name of the library and a few rules 
is also pasted on the front side of the cover, or the name of the 
library is stamped on it. The binders used in the Denver public 
library, as described in the Denver public library handbooK, (p.39) 
had on the front cover, near the top. a horizontal slit or hole 
about half an inch wide and three inches long. Over this hole on 
the inside was pasted a piece of stout white paper, on which was 
written the name of the periodical, with its datey-a label which 
could easily be changed, being pasted only at the edges.
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Reading room. The periodicals, when checked, stamped, etc. are
then ready for use in the reading room or circulating department. 
Some consideration must therefore, be given to the conditions of 
use, first, in the reading room. Very small libraries will not 
have a separate reading room for periodicals but whenever possible 
except in the smallest libraries a separate room is very desirable. 
The reason for this is that the readers of periodicals do not 
come to remain as long periods as those who are making reference 
use of books, and if both classes are in the same room, more or 
less disturbance will be caused those doing steafy work. If there is 
not a separate periodical room the tables and cases for periodicals 
should be placed nearest the door.
Location. The location of the periodical room has considerable 
effect on the amount of use, and a number of plans are included 
here, to show the location in various kinds and sizes of libraries. 
In a small library, such as the Burnham Athenaeum of Champaign 111. 
(see planA) , where all the departments of the library are on one 
floor, the periodical room is naturally on the same floor, and 
should be near the entrance where it will not be necessary to pass 
through the reference or study rooms. In larger libraries this room
may be differently located, although in the Providence R. I. Public
p .VI)
Library^and Carnegie library of Pittsburgh^this room is still 
located on the main,or first floor. In a college library also 
it is usual to have the reading room on the first floor, as in the
p^,5o) (.p.+SV '
Cornell, Columbia, and Illinois University libraries. In Columbia 
University, however, the periodical room seems too far from the 
main entrance and the frequent passing around the corridor might 
cause disturbance to those in the central reading room.
Some of the largest public libraries place the periodical reading
no. S‘S-52.'}room in the basement or ground floor, for example, the Boston,
New YorKAand Milwaukee Public libraries. A reading room on the 
ground or main floor has the advantage of greater accessibility, 
but may attract more of the •'vagrant, malodorous'* class, who would 
perhaps be repelled by the elevator if thereading room were in an 
upper story. The Buffalo, Cleveland, Scranton, Pa., District of 
Columbia, Newark,N. J.r, Cincinnati and Chicago.Public libraries
A  A
all have their reading room on the second or third floor, the 
Chicago and Cincinnati libraries being the only two of these mentioned 
having the room on the third floor. If there is an elevator;, as in 
the Chicago Public library, this location seems satisfactory, but, 
if not, the room will not be so widely used as it night be.
Newspaper reading room. The larger libraries usually have a
separate newspaper reading room, although one of the largest, the 
Chicago Public libaray, has current newspapers and periodicals in 
the same redding room. The Boston, Cleveland, Jersey City, N. J*. 
and Newark , N. J. Public libraries all have separate newspaper 
reading rooms on the ground floor . convenient of access, very near 
either to the main entrance or side entrance. A separate newspaper 
room is seldom placed on an upper floor, except in an old building 
or one which is too small.
Women•s reading room. Formerly more than now it was not unusual
to have in the larger libraries a separate reading room for women.
Now very few libraries have such a room and few advocate it. The 
selection of periodicals and newspapers usually placed in such a 
room is small and of a very "popular"character, not leading to any 
deeper reading. Of course other periodicals may be sent for from
the men's reading room, if not in use there, but one must know 
exactly what she wants to get satisfaction. At the Cincinnati,
New Haven,Conn., and Los Angeles, Cal. Public libraries among 
others, a separate woman’s reading room is still maintained. The 
preferable plan is have a few tables in the main reading room 
reserved for women, as in the Rockford, 111., and Chicago Public 
libraries.
College reading room. In a college library the question arises
as to whether all the current periodicals shall be centralized in 
the main periodical reading room or largely scattered among the 
departments. Mr. W. C. Lane,Librarian of Harvard University 
approves of keeping all together in one place, which gives the 
special student the advantage of seeing most of the special period­
icals and at the same time places them where elementary students 
may see what they are and what others are doing. (Library journal, 
1900, 25:C 145.) The librarian of Columbia University, in his 
annual report for 1900 -01 also deprecates, on account of the 
undergraduates, the removal of the science periodicals from the 
main reading room to the several seminars , owing to the crowded 
conditions of the reading room. For the graduate student he 
regards this decentralization as probably more useful.
At the University of Chicago, in recommendations pre­
sented to the University Congregation by committee from the diff­
erent "groups" of libraries in 1901, the classical group recommended 
that the current numbers of all journals of all departments be 
accessible in a central reading room, while the Biological group
recommended that in a new building the biological group be assigned
♦
a separate room in which all its books and journals of a general
41
character he kept, while special periodicals needed by a department 
constantly be kept in each laboratory building. At present, on 
account of the lack of a large central library, only a comparatively 
small number of the more general periodicals are kept in the 
central library. In the University of Illinois library the practice 
is to keep all, except a few duplicates of scientific periodicals, 
in the main library.
Tables and chairs. Various styles and sizes of tables for
a periodical reading room are used, but they should all be about 
30 inches high. Flat topped tables are more generally used, but 
some libraries have tables with the top sloping on the two sides 
from the center, used especially where periodicals are not placed 
on racks or ih cases.
Small tables for founr are preferred to long ones by 
many, but may be the cause of more confusion from moving chairs.
At the Kansas City Public library small tables for four are used, 
at the Jersey City,N. J. new public library building tables with 
solid ends with seats for six, at the Chicago Public library and 
University of Illinois tables for eight, and at the New Briton,
Conn. Institute and the Newbttry library tables for ten.
A table 3 x 5  will acconl&date four readers, and the
A
ordinary space between tables is five feet. The space allowed 
for a table of this size should be ten by eight feet, and each 
reader is estimated to require a little less than 20 square feet.
To illustrate, the Chicago public library reading room has an area 
of 7700 square feet, and will accomodate comfortably 400 readers. 
Stationary lights should be on all the tables, wired from below.
It might be well to have chairs of different sizes,
not all the same height, and some with arms, others without. Mr.
C. A. Cutter prefers light oane-bottomed chairs with arms for the 
reading room, and in the new building of the New Britain (Conn.)
¥
Institute and Jersey City, N. J. public library all the chairs in 
the reading room have arms. It is essential that all chairs be 
provided with rubber tips.
Periodical racks or cases. Many of the smaller libraries
dispense with periodical racks or cases, placing all the current 
numbers on the tables, which is a more economical arrangement and 
just as satisfactory for a small number. Where the number on file 
is considerable, however, it is easier to find desired periodicals
cif all are together in a case or rack. The Mt. Washington bransh 
of the Carnegie library of Pittsburgh economizes space by having 
a rack built into the wall. Other libraries, for example North­
western University, Armour Institute of Technology and the Univer­
sity of Illinois have pigeon-hole cases along the wall. Each 
compartment should be high enough tb hold several numbers of an 
ordinary periodical, and the lower pigeon-holes should be wider 
and deeper to accomodate the larger size. Each compartment should 
be plainly labeled with the name or number of the periodical 
contained. At Northwestern University the labels are placed in 
the L.B.label holders.
There is one advantage in favor bf the ^acK over the case 
in that if a periodical is misplaced it can be found without talcing 
several out of the pigeon holes to see their titles, since in a rack
the titles would all be in view, and labels not necessary. In
the Providence public library and the Newberry library the cases
are built around pillars. The Cincinnati Public library has 
two revolving octagonal cases in the reading room,each with 160 
shelves,making space for 320 monthly periodicals. In the Divinity 
library of the University of Chicago a revolving case is used, in 
which the periodicals are held upright by steel springs, with 
room for back numbers behind.
Most public libraries which allow free access to 
periodicals either file them on the tables in the reading room 
or on racks. The Library Bureau manufactures racks which are 
widely used. In each of their styles of rack the periodicals are 
sufficiently exposed to show their titles. Perhaps the best 
style is that one (78 r in the L.B. 1900 catalog) which has place 
for the latest numbers ori top, and below trays for the back num­
bers, each tray to hold six numbers of ordinary thickness.
Is is often a convenience to have the recent back 
numbers filed with or near the current numbers. In the new Prov­
idence Public library the numbers back of the latest are 
filed, in a series of drawers along the wall in the periodical 
-reading room. This method is also used ih the Boston Public 
library, and in the Chicago Public the back numbers are filed 
in a room adjoining the reading room, until sent to the bindery.
Newspaper files Newspapers s»ay either be placed on stands or on
or stands.
files on racks. Piles are xisually made to hold several numbers 
and care should be taken to select .a file on which each paper 
may be separate from the others and which hoB each paper securely 
with as little injury to the p a p e r  as possible. The Library 
Bureau sells more of the Athenaeum file than any other, and the 
Atwater next. For this style of file a rack like the L.B.
newspaper rack is desirable, having slanting sides, fitted with 
hooks for holding the files, each one enough above the other for 
identification. At Sacramento, Cal. a folding newspaper file is 
used and considered more economical as to space. Two sticks are 
fastened at the middle by leather thongs, and the newspaper can 
when on this file be folded up and filed in a pigeon hole.
In a number of libraries it is found more satisfactory
to file the newspapers on sloping shelves at which readers must
library
stand. The New Haven ,Conn. Public^in 1894 and the Apprentices 
library of Philadephia in 1897-98 reported that the results of 
this arrangement were very much better order, and reduction 
in number of loafers. The Cleveland Public library and Congressional 
library use the stands, and the Chicago Public library, likewise.
for the newspapers most used. Greater protection is given the 
papers and they are always in the same place, easy to be found.
Arrangement. The usual arrangement is alphabetical, which is ordina­
rily much easier to use. In the John Crerar library . which con­
tains so many special periodicals, the arrangement is by classes* 
only the first two numbers of the classification's 58 for a 
botany magazine, being used and all arranged alphabetically under 
the class. An alphabetical card list is kept at the periodical 
desk. A H  the new periodicals for one day are kept together on 
the counter a day, before being filed t y tinder class. At the 
University of Illinois the arrangement is alphabetical.
Access. In 1883 Mr. Poster reported at the A.L.A. conference
that the practice of leaving the current numbers of periodicals 
accessible to readers without formal application for them was very
« i
general in all excepting public libraries. Since that time
W o
the ouBtora has become general in punlie libraries also, at leant 
for a part of the periodicals received. The Bridgeport, Conn, 
public library when it first t~ied the plan an an experiment 
reported as a result that the magazines and reference boohs 
probably found ten readers to one before.
In the St.Louis Public library all the popular period­
icals (the bulk) are kept behind the desk to be given out on appli3^ 
cation, only those leqst called for being placed on open shelves. 
The advantages of the restricted method are: (1) Periodicals if not 
in use may be obtained at once; (g) one person cannot monopolize 
several periodicals at a time, and (3) every periodical must be 
returned to the attendant after each isse and the author of any 
mutilation may be more easily detected. The objections to it are 
that it causes annoyance to readers, a reader must have pretty 
definite knowledge of what he wants, and the use of the periodicals 
will consequently be less.
Since Jan.1900 in the Library of Congress periodical- 
newspaper room no formality of request, for a large number of 
periodicals was necessary. In June 1900 the Los Angeles Public 
library changed to the open access plan in the reading room, and 
numerous others have done likewise. The Chicago, Denver, Eau 
Claire, Wis., Minneapolis, Newark, N.J. and Springfield, Mass.
Public libraries and Harvard University and the Newberry libraries 
might also be cited as having entire or partial access to the cur­
rent periodicals in the reading room. Sample call-slips for 
periodicals , when not placed on open racks ,are her,* given.
Rules. The rule is usually made to allow only one periodical
at a ti;me to a reader. The label on the binder of each periodical
room. Ca\\
E JOHN CRERAR LIBRARY
U N B O U N D  SERIAL CA LL-SL IP
Title
Name
2 / 0
Vol. and No.
\r.f...a . j'i
......
Unbound serials are to be returned to the periodical desk.
81
Yer\od\c,a\ Tead\r\<| r&om *Hp
JXew 0^x*Jt public
THE RULES ON THE OTHER SIDE SHOULD BE NOTED CAREFULLY.
Author, title, and date of publication:
[} rfjiw  i is f  stf b ln o t te  a t o b i i s i  ot ^
OOOM SCr b iw o iit-  i
jon  mrrone gg.&’iw J 
too srii nl bs^osrfo ion ax iioiJj58*tsv
t.rtfco s 'sje sxii tsbm i
Shelf-mark:
iJ v j * ^
Reader's name and address: Seat number:
PLEASE WRITE SEVERAL NUMBERS ON THIS SLIP,
Chicago Public Library.
R E A D IN G  ROOM SL IP .
Please deliver to the undersigned, for use in the Reading 
Room, one of the following:
Name___
Residence
Los Angeles Public Library
No............................
I  desire the above for Reference and Reading-room use only, and 
promise to return the same in good order before leaving the building.
Name ....................................... ......... .......... ............ .................................
Residence..................................................................................................
108-11-4-01—10m.
PittsbUTijh -  Carnegie UbTAt4  
Call Slip.
Books for Use in the Library Only.
AUTHOR. TITLE. C A L L  No.
. . . . . .  1 ■
I promise to return the above before leaving the room*
Name,______ ______
Residence
on the open stands in the Chicago Public library gives this 
rule and also requests that the magazine he returned to the stand 
in the center of the room. In some libraries a rule is made 
as to the length of time one person may teep a daily paper. At 
the Pratt Institute, library, on account of dissatisfaction ex­
pressed, it was found necessary to set such a limit. At the Ham­
ilton, Ontario, library there is a rule that any paper may be 
tal en from a reader by giving him ten minutes notice.
In the Newark, N.J. Public library as a convenience to 
readers in the periodical room, paper and envelopes raav be purchased 
at the reading room desk at about cost price. A very good idea 
is that followed in the Buffalo Public library and Haverhill, Mass. 
Public library of placing a small number of reference books,
such as dictionaries, encyclopaedia and atlas in the periodical
Ireading room. This should be done in more libraries, especially 
where the periodical reading room is not near the reference room.
List. A list of periodicals currently received is indispen­
sable in the reading room and if the library can afford it, 
should be printed so that some copies could be distributed.
Many public libraries print this list in their annual reports, 
others in their monthly or quarterly bulletins once a year, and 
the largest libraries, such as the Chicago Public Library and 
Carnegie library of Pittsburg print the list separately. Some 
libraries after printing the list in one annual report,do not 
repeat it each year, but simply give a list of those added or 
dropped,e.g. the New York state library.
No uniform arrangement in the form of these entries is 
followed.
THE CHICAGO PUBLIC LIBRARY
&  READING ROOM
L is t  of P e r io d ic a ls  a n d  N e w s p a p e rs  o n  P ile .
Abbreviations in this List :
A.R.—A rt Room.
H.F.—Hand File Stands (Ends of Room). 
M S.—Magazine Stands (Center of Room).
'N.S.—Newspaper Stands ( West End of Room ). 
P.R.—Patent Room.
Ref.—Reference Room.
Those Serials marked with a Star (*) are donated. 
For Numbered Periodicals apply at Counter.
American Magazines.
226 Advent Review and Sabbath Her 
aid*
422 Advocate of Peace*
M.S. Ainslee’s Magazine (2 copies) 
M.8. American Agricnltnrist 
848 American Amateur Photographer 
4 American Anthropologist
12 American Artisan
)8 American Brewer’s Review*
55 American Building Assn. News 
35 American Catholic Historical Re-
2 American Catholic Quarterly
>6 American Electrician 
17 American Electro-Therapeutic 
and X-Ray Era*
>1 American Engineer and Railroad 
Journal
12 American Pederationist*
8. American Field 
>7 American Florist 
>9 American Historical Review
Quarterly Bulletin of*
1 American Journal of Archmology 
i American Jour, of Numismatics 
? American Journal of Philology 
1 American Journal of Psychology
Languages and Literature 
90 American Journal of Sociology 
24 American Journal of Theology 
580 American Machinist 
168 American Monthly Magazine 
74 American Mother*
7 American Naturalist_
446 American Sheep Breeder
425 American Stationer 
252 Animals’ Defender*
42 Annals of the American Academy 
188 Annals of the Propagation of the 
Faith*
227 Architects’ and Builders’ 
Magazine
180 Architectural Record 
M.S. Arena (2 copies)
M.S. Argonaut 
M.S. Argosy (8 copies)
426 Argus*
M.S. Army and Navy Journal 
M.S. Army and Navy Register
3. Automobile Magazine 
3. Automobile Review 
S. Automobile Topics*
17 Badger*
6 Bankers’ Magazine 
« Banker’s Monthly*
* Beet Sugar Gazette*
56 Biblical World 
Ref. Bibliographer
182 Bibliotheca Sacra 
189 Birds and Nature 
488 Black Diamond*
Ref. Book Buyer 
539 Book-Lover 
M.S. Bookman (2 copies)
249 Boston Ideas*
120 Botanical Gazette 
480 Bradstreet’s 
490 Breeder’s Gazette 
552 Brlckbullder
British Publications.
541 Academy
183 Archaeological Journal
543 Architect and Contract Reporter 
A.R. Art Journal 
A.R. Art Workers’ Quarterly
240 Author
M.S. Badminton Magazine 
72 Bally’s Monthly Magazine 
87 Banker's Magazine 
M.S. Black and White (3 copies)
M.S. Canadian Magazine 
P.R. Canadian Patent Office Record* 
476 Carpentry and Building 
47 Case and Comment*
M.8. Cassier’s Magazine (2 copies)
171 Catholic University Bulletin* 
M.S. Catholic World (2 copies)
MB. Century Magazine (11 copies)
18 Charities 
131 Chat*
M.S. Chautauquan 
128 Cherry Circle*
235 Chicago Banker 
23 Chicago, Council Proceedings* 
280 Chicago Law Journal*
454 Chicago Legar News*
310 Children’s Home Finder*
225 Christian Register*
262 Christian Science Journal*
140 Christian Science Sentinel*
436 Chronicle (N. Y.)
472 City of Chicago Statistics*
10 Clinique*
M.S. Collier’s Weekly (8 copies)
534 Commercial and Financial
437 Congressional Record*
M.S. Conkey’s Home Journal*
241 Conservative Review 
44 Consular Reports*
478 Cook’s Excursionist*
828 Co-Operation*
142 Correct English*
M.S. Cosmopolitan (6 copies)
M77 Country Life in America 
492 Criterion*
212 Critic
104 Cumulative Index to Periodicals 
M S. Current Encyclopedia 
M.S Current History 
M.S Current Literature (2 copies)
14 Dental Review*
25 Dial
M.S. Donahoe’s Magazine (2 copies) 
M.S. Dramatic Mirror (2 copies)
474 Druggists’ Circular 
M.S. Eclectic Magazine 
511 'Economist (Chicago)
30 Education
M.S.
M.S. Blac
of Trade Journ
M.S. Good Health 
M.S. Good Housekeeping 
M.S. Good Roads*
81 Granite Monthly
82 Green Pag
64 Gregg Writer*
19 Gunton’s Magazine 
499 Harper’s Bazar 
M.S. Harper’s Magazine (10 copies 
MB. Harper’s Weekly (4 copies) 
159 Hartford Seminary Record* 
57 Harvard Graduates’ Magazine 
320 Hay and Grain Reporter* 
M.S. Home Magazine
440 Housekeeper* 
194 Human Faculty* 
448 Humane Journal 
322 Imperial Press*
272 Indian’s Friend* 
88 Industrialist*
475 Inland Architect*
305 International Monthly 
228 Interpreter*
491 Interstate Architect and Builder
150 Irrigation Age 
338 Jewish Era*
424 Johns Hopkias University Cir­
culars*
41 Johns HopkinfUniversityStudies 
28 Journal of African Folk-Lore 
219 Journal of Biblical Literature
218 Jc
Electrical Review 
Electrical World 
Engineering and Mining Journal 
Engineering Magazine (2 copies) 
Engineering News 
Engineering Record 
Engineering Review 
Epworth Herald*
29 Evangelical Episcopalian*
St Everybody’s Magazine (4 copies) 
8. Farm, Field and Fireside*
S. Field and Stream-American
21 Finance*
54 Flaming Sword*
S. Forest and Stream
29 Forestry and Irrigation 
S. Forum (8 copies)
8. Frank Leslie’s Monthly (4 copies) 
76 Free Russia*
25 Friend*
58 Furniture Worker*
18 Gardening 
56 Genealogical Quarterly
55 Globe
S. Golden Days (2 copies)
56 Good Government
al of Frfoklin Instillife
54 Journal of Political Economy 
326 Journal of thi Science of Osteo­
pathy*
439 Journal of ZoBphily*
M.S. Judge (8 copill)
303 Junior Journfst*
M.S. Ladies’ Homejjournal (2 copies) 
289 Ladies’ Revlef*
316 Latin Leaflet*
500 Law Notes*
466 Law Register
148 Leather Manufacturer
547 Leaves of Helling*
M.S. Leslie’s Weeldy (4 copies)
Ref. Library Journfl 
M.S. Life (3 copies)
228 Light*
M.S. Lippincott’s Magazine (4 copies) 
487 Literary Dige*
80 Literary Newt 
465 Literary World
M.S. Li fr (2 copies)
e Stock Journal 
M.S. Living Age 
260 Lucifer*
460 Lumber Trade Journal*
174 Luther League Review*
46 Lutheran Quarterly 
1. McClure’s Magazine (11 copies)
M S. Mac! 
237 Man
585 Mining and Scientific Press* 
488 Mining Reporter*
68 Mission Studies*
51 Missionary Herald*
52 Missionary Review
M.S. Modern Culture (2 copies)
451 Modern Machinery*
210 Modern Medical Science*
M.S. Modern Mexico*
201 Monist
447 Monthly Weather Review*
122 Municipal Affairs 
281 Municipal Engineering 
MB. Munsey’s Magazine (5 copies) 
MB. Music 
493 Musical Age*
526 Musical Leader*
•586 Nation (N. Y.)
478 National Bottlers’ Gazette*
441 National Builder
502 Rational Corporation Reporter
483 National Engineer*
MB. National Fanciers’ Journal* 
M.S. National Magazine (2 copies) 
458 National Printer-Journalist* 
438 Natl
itional Volunteer*
815 Neighbor*
558 New Century*
514 New Christianity*
468 New Church Messeuger 
55 New England Historical and 
Genealogical Register 
MB. New England Magazine (2 copies) 
255 New Shakespeareana 
254 New Voice*
261 New World*
MB. New York Clipper (2 copies)
20 New York Genealogical and 
Biographical Record 
MB. North American Review(3 copies) 
M.S. Northwest Magazine*
269 Northwest-Pacific Farmer*
622 Northwestern Christian Advocate 
P.R. Official Gazette U. S. Patents* 
495 Oil, Copper and Finance*
45 Old Northwest Genealogical
Ref. Publishers’ Weekly 
MB. Puck (8 copies)
39 Quarterly Journal of Economics
588 Railroad Gazette
589 Railway Age
590 Railway Review 
MB. Recreation
535 Reform Advocate
199 Reformed Church Review
342 Restitution*
M.S. Review of Reviews (2 copies)
222 Royal Blue*
M.S. Rudder 
268 Sabbath Recorder*
312 Salvation*
MB. St. Nicholas (8 copies)
333 Sanitary District, Proceedings* 
MB. Saturday Evening Post (2 copies) 
118 School of Mines Quarterly 
17 School Review 
452 School Weekly*
467 Science
M.S. Scientific American (3 copies) 
MB. Scientific American, Building 
Monthly
(3 copies)
M.S. Scribner’s Magazine (8 copies)
I Sent of God*
ee Rivei330 St 
339 Shop Talk*
M.S. Short Stories (3 copies)
341 Shorthand Advocate*
480 Signs of the Tiroes*
M.S. Smart Set (2 copies)
829 Soap Gazette and Perfume 
95 8ociety Times*
273 Sound Currency*
M.S. Southern Farm Magazine 
M.S." 8porting Goods Dealer* 
M.S. 8port8 Afield*
M.S. Sportsmen s Review
591 Steam Engineering 
464 Street Railway Review* 
115 Stumbllngstone*
75 British Chess Magazine 
18 British Medical Journal
14 Builder
15 Building News 
57 Calcutta Review
S. Cassell’s Magazine (2 copies)
8. Chambers’ Journal (8 copies)
D7 Chemical News
57 Church Missionary Intelligent 
75 Church Quarterly Review
54 Classical Review
R. Connoisseur
S. Contemporary Review (2 c opiei 
8. Cornhill Magazine (2 copies)
59 Country Life
58 Critical Review
)4 Daily Mail (London)*
12 Daily News (London)
10 Dublin Review 
79 Economic Journal
il Training Magazine
481 Marine Review 
A.R. Masters of Ait 
279 Medical Era*
63 Meehan’s Monthly 
559 Mekeel’s Weekly Stamp News 
94 Metaphysical Magazine 
49 Methodist Review 
M.S. Metropolitan Magazine(2 copies) 
242 Metropolitan Philatelist*
236 Mind and Body*
470 Mines and Minerals*
97 Economic Review 
551 Economist 
101 Edinburgh Review 
550 Electrician
523 Engineer
524 Engineering
105 English Historical R 
MB. English Illustrated 
(2 copies)
546 English Mechanic
162 Open Court 
304 Open Window*
459 Operative Miller*
353 Ophthalmologist*
256 Oregon Mining Journal*
445 Our Day 
MB. Out West 
M.S. Outing (8 copies)
M.S. Outlook (2 copies)
MB. Overland Monthly (8 copies)
93 Pacific Health Journal*
527 Patriotic Review*
83 Pedagogical Seminary 
275 Pediatrics*
494 Penman’s Art Journal 
61 Pennsylvania Magazine 
35 Pernin’s Monthly Stenographer* 
509 Philharmonic*
9 Philosophical Review 
849 Photographic Times 
MB. Phrenological Journal 
443 Picture and Art Trade*
MB. Pilgrim 
43 Poet-Lore
528 Police and Fire Dispatch*
3 Political Science Quarterly
48 Popular Astronomy 
MB. Popular Science Monthly (8 copies) 
428 Popular Science News 
283 Postal Record*
587 Power (2 copies)
813 Practical Psychology*
M.S. Prairie Farmer 
196 Presbyterian and Reformed 
Review 
537 Presto*
M.S. Printer’s Ink .
297 Prophetic Messenger*
181 Psychological Review 
112 Public*
200 Public Health Reports*
15 Public Libraries 
MB. Public Opinion
S. Telephone Magazine 
)8 Tierr* de Mexico*
29 Toilettes
R. Topical Architecture1*
S. Turf, Field and Farm 
16 Union Signal*
)9 Unique-Monthly*
S. United Service
18 U. S. Department of Agriculture, 
Climate and Crop Service*
56 U. S. Naval Institute Proceedings
il Universal Brotherhood Path 
19 University of Chicago Weekly 
14 University of Tennessee Record*
161 Virginia Magazine of History 
and Biography 
MB. Western Electrician 
512 Western Miner and Financier* 
471 Western 8tationer*
M S. What to Eat
6 William and Mary College 
Quarterly Historical Magazine 
271 Wilshire’s Monthly Magazine* 
850 Wilson’s Photographic Magazine 
327 Windle’s Gatling Gun*
M.8. Wisconsin Agriculturist*
345 World’s Advance-Thought and 
the Universal Republic*
230 World’s Crisis*
M.8. World’s Work (8 coqfes)
58 Writer*
22 Yale Review
M.S. Youth’s Companion (4 copies)
M.S. Gentleman’s Magazine 
149 Geographical Journal 
185 Geological Magazine 
M.S. Girl’s Own Paper 
H.F. Glasgow Herald 
M S. Good Words 
M.S. Graphic (8 copies)
588 Herald of Peace*
824 Herald of the Golden Age*
180 Expository Times
M.S. Fortnightly Review (2 copies)
85 Horological Journal 
M.S. Idler (2 copies)
M.S. Illustrated London News 
(8 copies)
114 Imperial and Asiatic Quarterly 
Review
520 India Rubber and Gutta Percha* 
Monthly Manual
1±
15 Invest 
F. Irish Catholic a
M.S. Irish Monthly 
158 Jewish Quarterly Review 
177 Journal of Board of Agriculture
86 Journal of Royal United Service 
Institute
M.3. Judy (2 copies)
258 Juridical Review 
MJS. King 
580 Knowledge 
M.S. Lady’s Realm
108 Lancet
247 Law Quarterly Review 
M.S. Leisure Hour (2 copies)
Ref. Library
Ref. Library Association Record
H.F. Liverpool Mercury
H.F. Lloyd’s Weekly Newspaper
(SEE OTHER SIDE-1
T\
Alphabetical Finding List
of the
Periodicals
Received at the
Carnegie Library of Pittsburgh
Third Edition, November t, t90l
List of the Periodicals Received at the Carnegie Library 
of Pittsburgh
Each title is entered in the form in which it appears on the periodical, 
except that in some cases it has been abbreviated, and the article omitted. 
Many titles have been entered twice, where it has seemed probable that the 
periodical would be looked for under either form. Those marked g are 
donated to the Library. The case and number, indicated after the title, 
refer to the periodicals in the Reference room. The Reading room is what 
was formerly the Periodical room, on the first floor. Periodicals which 
are kept in the Office or at the Reference desk may be obtained by calling 
for them there. Annuals and library bulletins are not included in this list.
Academic des Sciences. Comptes Rendus...
Academy ..................................................
g Advocate of Peace.....................................
Age of Steel ..............................................
g Alleghenier und Pittsburger Sonntagsbote .. 
g Alumir
... Reading ro
n World .
in .....................................................................Reading room
n Academy of Political and Social Science. Annals A 53
in Agriculturist ..................................................  E 94
in Amateur Photographer ..................................... B 31
in Anthropologist ...............................................  E 13
in Antiquarian .................................................... E 14
in Architect and Building News ............................ E 81
in Catholic Historical Researches..................... Reference desk
in Catholic Quarterly Review ............................... A 33
in Chemical Journal .................    B 10
in Chemical Research. See American Chemical So­
ciety. Journal.
American Chemical Society. Journal ............................... B 11
American Electrician ...................................................... C 74
in Engineer and Railroad Journal ........................  B 66
.n Federationist ..................................................  A 72
m Geographical Society. Bulletin ......................... E 22
American Geologist ......................................................... B 20
American Historical Review............................................  E 35
in Institute of Architects. Quarterly Bulletin........ E 50
American Institute of Electrical Engineers. Transactions.. C 10
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Zeitschrift fur Angewandte Chemie.............................. Reference desk
Zeitschrift fiir Anorganische Chemie............................Reference desk
Zeitschrift fiir Bauwesen..............................................Reference desk
Zeitschrift fur das Gesammte Brauwesen......................Reference desk
Zeitschrift fiir Elektrochemie ......................................Reference desk
Zeitschrift fiir Instrumentenkunde................................ Reference desk
Zeitschrift fiir Physikalische Chemie ........................... Reference desk
Zeitschrift fur Physiologische Chemie...........................Reference desk
Zeitschrift fiir Spiritusindustrie....................................Reference desk
Zeitschrift fiir Untersuchung der Nahrungs- und Genuss-
mittel........................................................................Reference desk
Zeitschrift fiir Wissenschaftliche Zoologie..................... Reference desk
Zoologischer Anzeiger.................................................. Reference desk
In the library reports and. bulletins four methods of arrangement 
are used:: (1) classed according to frequency of publication, as 
monthly, weekly, etc.; (2) classed according to language or country 
as American, German, etc.; (3) classed by subject, as agriculture, 
art, education, etc. and (4) alphabetically by title. In the 
larger libraries it is usual to divide newspapers and periodicals, 
using as a secondary arrangement any of the above methods.
In thirty lists of current periodicals in the reading 
room noticed in the library reports and bulletins, published since 
1897, five were arranged by frequency of issue, five under language 
or country, three classed by subject, and seventeen with titles 
alphabetically, or with only newspapers in a separate alphabet. 
Among these seventeen, two, those of the Buffalo and Cedar Rapids, 
la. public libraries had recently changed from the arrangement by 
frequency of publication to the alphabetical title list. When any 
other than alphabetical title is the primary arrangement, that is 
usually the secondary arrangement. It is very desirable to have 
two lists, one classed, the other alphabetically by title or first 
under country.
At the Chicago Public library, besides the list by
p.l O
language (see samplej in the corridor just outside the reading 
room is placed also a classified list, with entries under 40 head­
ings. A key to the classification is given on the first sheet, 
which would be easier to use if the headings were arranged in 
alphabetical order. This list is in a glass case, while in the
reading room on the tables are placed in light oak frames, copies 
aTfanijed
of the listAunder countries.
Explanation of all abbreviations and any information
about the list,location or rules of the reading room should be 
clearly given at the beginning of the list, \7heh the list is not 
arranged by frequency of issue, it is usual to add abbreviations, 
M.W. etc. to indicate that the issue is monthly, weekly, etc'.
Among the abbreviation used are g or an asterisk * for gift, o for 
periodical also in the circulating department to be issued for home 
reading Cleveland P.L. file complete, and "t file partially 
complete (Los Angeles P.l.) and periodical indexed in Poole's 
Index,+ periodical indexed in Cumulative (Cleveland P.l.)
In the larger libraries where all the periodicals are not kept in 
the same room, the list should show the location of each , as in 
the list from the Carnegie library of Pittsburg.
Cooperative lists. Another kind of list useful both to
librarian and readers, where there are several libraries, in the 
city and also helpful for librarians in neighboring cities is the 
cooperative or union list,either of the periodicals currently re- 
ceived, or including the volumes on file in the cooperative li­
braries. In 1899 Mr. A.G.S.Josephson published a bibliography of 
union lists of periodicals which, although not entirely oomprehen- 
sive, included 20 union lists, published between 1864 and 1899. 
Since then several cooperative lists have been issued in different 
cities and their value is always found to be great. At the Paris 
exposition In 1900 a bound volume of these lists, prefaced by Mr. 
Josephson's bibliography formed part of the A.L.A.exhibit.Most of 
these lists ihclude back volumes, indicating which are now ourrentl 
received. Consideration of these lists is made here only in their 
reference to current pe±iodioals.
Chicago. The list of serials in the public libraries of
y
Chicago and Evanston, published in 1901, enters the volumes on 
file and uses a plus sign (4* ) to indicate that the serial is 
currently received, An asteriskAindicates that the serial is 
currently received, but not preserved. This list is arranged 
alphabetically by title and contains titles of some 6640 serials, 
of which 3755 or 5 7 %  are currently recieved in at least one library. 
If considered sufficiently useful the John Crerar library is to 
publish an annual supplement to it.
Boston. An example of a list limited to current publications is
that published in 1897 by the Boston Public library - a "List of 
periodicals and newspapers, transactions and other serial publications 
currently recieved in the principal libraries of Boston and 
vicinity’*. 36 libraries cooperated in preparing the list, which 
was published by the Boston Public library, by the linotype 
process. The arrangement is alphabetically by title, followed by 
place and frequency of publication (abbreviated), and letters indicat­
ing in which library or libraries the periodical is to be found.
Shelf numbers are given for any periodicals in the Boston Public 
library. A subject index is given, grouping the periodicals under 
specific subject.
~?t o v \denc.el^ I\ An example of a smaller union list is that of the
Providence R. I. libraries, first published in 1883, later revised, 
and again from 1896 - 98 revised each year and published in the 
Providence Public library bulletin. This, like the Boston list, 
contains the periodicals currently received. In the revised list 
published in 1896 the arrangement is first under country where 
issued, then by title. In a later number of the bulletin of the 
same year, the list is repeated arranged under 52 classes, with an
75
alphabetical subject index at the end. The 1897 and 1898 lists are 
also arranged under country.
District of Columbia. The largest co-operative list yet issued, 
is probably that published by the Library of Congress,entitled, 
"Union list of periodicals,transactions and allied publications 
currently received in the principal libraries in the District of 
Columbia," compiled by Mr. A.P.C.Griffin, Chief of the Division 
of bibliography, published in Washington, 1901. The scope of 
the list is shown by the list of contributing libraries: Library 
of Congress, Department of Agriculture, Coast and geodetic 
survey, Bureau of education, Bureau of American ethnology, 
Geological survey, Naval observatory. Patent office, Smithsonian 
Institution, Department of State, Treasury department, Bureau of 
Statistics, War department, Surgeon-general's office, and Weather 
bureau. The arrangement is alphabetically by the first signifi­
cant word in the title, and it is hoped that a classified list 
may be published later. Prom these examples it is evident that 
the alphabetical arrangement of titles is considered best.
Indexes. Poole's index unlocked the treasure house of general
periodical literature and is supplemented by the American literary 
•index, but for the many questions which require reference to the 
current periodicals, indexes which appear as periodicals, that is 
oftener than once a year, preferably monthly, are necessary as 
a key. In 1890 Mr. Linderfelt at the A.L.A. Conference said,
"The live library of today needs a general index to articles in 
the current numbers of its magazines more than an annual one."
Cumulative. In 1888, Mr Melvil Dewey wrote (L.j.13:172 ) that the
if it
ideal arrangement^could be afforded would be to bring the index
up to date monthly, like the official time tables.” In 1896 the 
publication of the Cumulative index came as a realization of Mr. 
Dewey's hope, and has continued its existence. Volumes one to 
two were published by the Cleveland Public library, the succeed­
ing volumes by the Helman-Taylor Co., at a subscription price of 
$5.00 per yea^. The cumulative feature was made practicable 
by the use of the linotype. This index is issued monthly, and 
now cumulates quarterly, although during several years it cumulated 
monthly through the year.
Readers guide. Another index to periodical literature which the
smallest library could afford is the Reader's guide to periodical 
literture, published monthly by H.W. Wilson, Minneapolis, Minn., 
price $1.00 per year. Only a small number (16) of the most generally 
used periodicals are indexed, by author and subject, cumulated 
monthly till the end of each yea^.
The American monthly review of reviews in each num-
*-\ i
b-r has a brief subject index to the important articles in the 
periodicals of the preceding month. Of special classes of period­
icals there are various indexes, such as the Bibliographia medica, 
monthly index to medical literature, succeeding the Index medicus, 
the Engineering index, a monthly index to nearly 200 periodicals 
and society publications, and Municipal affairs which in each 
quarterly number contains an index to current literature on the 
subject. Mr. A.G.S. Josrohson is now preparing a list of biblio­
graphies of serials and indexes to periodical literature which
will doubtless be very valuable.
useful
Card Indexes. Another index to libraries able to purchase it is----------------------------------- ^
that printed on cards by the A.L.A. publishing section , the
Officers
W: I. F l e t c h e r , P r e s i d e n t  
Librarian Amherst College
Amh er st , Mass.
W: C. L a n e , S e c * y  a n d  T r e a s u r e r  
Librarian Boston Athenseum
Boston, Mass.
T h e  o b j e c t  o f  t h e  P u b l i s h i n g  S e c t i o n  is  t o  s e c u r e  t h e  p r e p a r a t i o n  a n d  p u b l i c a t i o n  o f  
c a t a l o g s , i n d e x e s  a n d  o t h e r  b i b l i o g r a p h i c  a n d  l i b r a r y  a id s .
Am erican Library Association
P u b lish in g  S e c t io n
Other Members of Executive Board
Melvjl D ewey 
Director N. Y. State Library
A lbany, N. Y.
R: R. Bowker 
Editor Library Journal
N ew Y ork
G: Iles, N ew Y ork
B o s t o n  A th e n a e u m , B o s t o n ,  M a s s .
Printed Catalog Cards for Articles in Current Periodicals
and Society Publications.
The Publishing Section of the American Library Association proposes to issue, beginning in January, 
1898, printed catalog cards for the articles in the current numbers of the several serial publications named 
on the accompanying list.
These cards will be of the medium weight Library Bureau stock and of the postal size (7^  x i 2j^cm .) 
and printed in the form and style following —
M ercer, Henry Chapm an./" cl/ioMm-A .
T h e  finding of the  rem^ifis of the fossil slo th  at Big 
Bone Cave, T enn . in i8o£ Illu s .
Amer. philos. soc. Proc/v. 36, p. 36-70. Phila. 1897.
be>3-)
Bode/W ilhelm .
he b ildnisse der S ask ia  van U ylenborch  als b rau t 
u fd  junge ga ttin  R em brand ts. 2 plates.
Jahrb. d. k. preuss. kunstsammlungen, v. 18. p. 82-91. Berlin, 1897.
In order to meet the requirements of libraries using the smaller (5 x 12^  cm.) card, the print will be 
confined within such limits that the cards may be cut down.
Two copies of each card will be furnished, one to serve for an author, the other for a subject entry for 
the same title, but any subscriber who wishes to use customarily a greater number of cards for each title 
may have whatever number he designates regularly sent at the rates named below. No subject heading 
will be printed, but it is intended to make the title in all cases sufficiently explicit, adding when necessary 
notes or supplying words or dates in brackets, so that the subject of the article shall be evident. Each 
library can then write in on the upper margin a subject heading in conformity with its own catalog.
Cards will be sent out twice a month except during the summer, when the interval may be longer.
The work has been undertaken on the initiative of five large libraries, namely the Harvard University, 
Columbia University, Boston Public, John Crerar, and New York Public Libraries. These libraries have
work of indexing being divided among the libraries of Harvard 
and Columbia universities,the Boston and New York Public libraries 
and the John Crerar library. In 1899, the number indexed was 
236 periodicals and society publications not indexed in any general 
index. Issue was begun in Jan. 1898. In 1899 there.were twenty 
subscribers to the full set and 16 partial subscribers. (See 
accompanying circular and sample card for price and description. )
At Harvard university about half the titles received are filed in 
the card catalog, the others in separate trays accessible to the 
public.
Chavannes, Edouard.
Une inscription du royaume de Nan-tchao 
Jour, asiatique. ser. 9, v. 16, p. 381-450.
1. Chinese inscriptions 2. China. History
e, CoovcL
D
Another set of cards is now in preparation by the 
Chicago Library Club,indexing bibliographic serials, current num­
bers and sets of some. In April 1902 none had as yet been issued, 
but they are expected before long. The cards are to be published 
by the A.L.A. Publishing section at a price of ^2.50 per 100 
titles (2 cards for each title), 40 cents per hundred for extra 
cards, 3,4, or more for each title.
Paris, 1900
A L A  78-55
Some libraries make indexes of their of own,e.g. in 
the Pratt Institute librae, to use before the Cumulative arrives 
the assistant in charge of the reference room makes a brief sub- 
jeot index to ten or a dozen leading to periodicals on cards and 
when the printed index comes these slips are sent to a branch. The 
Carnegie library of Pittsburgh clips the items in the index to
current periodical literature published by the Engineering magazine
©and pasts each on a separate card, and files alphabetically under 
the proper heading.
Circulation. In reference libraries current periodicals are,
of course, not circulated for home use at all, in college libraries 
they are to some extent, but most of all in public libraries. In 
college libraries it is riot usual to take duplicate copies for 
circulation, but if any of the periodicals are allowed to circulate 
nearly all are. The following are the rules at Columbia University 
( given in the L.j . 1900, 25 : C 45). " Except by special permis­
sion from the librarian, no monthly periodical shall be withdrawn 
from the reading room within two weeks after its receipt, and no 
weekly periodical until the next number shall have been recsived. 
After the time specified above, periodicals may be withdrawn for 
a limited time on application to the supervisor of the department. 
The monthly periodicals known as standard and popular may not be 
withdrawn from the periodical room until the receipt of each 
succeeding number. No periodical may be withdrawn at any time for 
more than one week?
At the University of Illinois the periodicals may be
taken out only over one night or by a professor for special work
art
at any other time, with the exceptions of all periodicals which/\
may be taken out at any time.
In a public library the privilege of taking out the 
popular current periodicals for home use is very gratifying to 
readers and makes many of the "heavier" periodicals more useful.
The Los Angeles Public library in 1892 after a change to very wide 
freedom of circulation of periodicals, stated in the annual report 
the satisfaction felt, especially in the fact that some periodicals 
little used before in the reading room now "have a balance of usage 
to their credit. In fact the circulation of magazines in a library 
is one of the most important factors of success".
•noci q[issue in 1889 Mr. F. C. Crunden gave a report on periodicals 
based on answers to questions from 74 libraries, ( L, j, 1889. 14:
0 254 - 56.). Of these 74 libraries, 48 circulated single numbers 
of current magazines, 24 did not, and two did occasionally. As to 
time of issue, 16 issued for five days or less, 16 issued for one 
week, 14 for longer than a week, and two allowed members to fix 
the time by charging two cents a day. The New York Mercantile 
library reported that by charging two cents a day, nearly all the 
periodicals were returned insidethree or four days.
At present we have not such full statistics to show 
whether the period of issue has changed very much, but the library 
reports which give any information on this point indicate that 
more libraries issue periodicals for three or four days than for 
seven or more. As example, the Forbes library of Northampton, Mass 
issues magazines for three days, Dayton, Ohio, and Los Angeles 
Public libraries for four days, and the Cleveland and Evanston, 111 
Public libraries and the Carnegie library of Pittsburg have ai
limit of seven days. In no case may the time be extended by 
renewal. In some libraries the time allowed for any except the
b\
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Class Book
Carnegie Library of Pittsburgh.
Any resident of Pittsburgh shall be entitled to draw 
books from the Library by signing the proper application 
and agreement.
Books labeled “ Seven-day Book” may be kept seven 
days, and cannot be renewed.
Other books may be kept two weeks, and, except fiction, 
may be once renewed for the same time.
A fine of 2 cents a day (including Sundays and holidays) 
must be paid on each volume kept over time. A book kept 
one week after it is due, may be sent for at the expense of 
the borrower.
Each borrower is responsible for all books drawn on his 
card, and no books can be drawn till fines and claims for 
damages are paid.
Books cannot be exchanged the day they are drawn.
No claim can be established because of the failure of any 
notice to or from the Library, through the mail.
Intentional injury of books or other property of a public 
library incurs, by statute, a liability of a fine of $100.
Gifts to  the Library of Books, M agazines, and Pam* 
phlets are a lw ays acceptable.
KEEP YOUR CARD IN THIS POCKET.
Tvirt%V>u,r^ V\- -  Carnt^ic \ i t r a r
This Book m ay he kept
SEVEN DAYS.
Please notice the last date below . A fine of 
2 CENTS w ill be charged for each day the  
Book is kept after that date.
?vtbe*VWrtHannpton,
Lot* R n ^ e \ c s  p . \ • *
(C.P.L. Form 234. 50m. 12-1900.) |
Cleveland Public Library.
Date of Issue Marked Below.
See Rules on opposite page. Five cents fine for removing or 
defacing this slip.
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SEVEN DAY BOOK.
(C. P. Iy. P'orm 112-om-12-1901.)
los /}i)<?el<?s publie Library
4 DAYBOOK
124-4-’01-2m
S3
P O P U L A R  S C I E N C E  M O N T H L Y .  
P O P U L A R  S C I E N C E  M O N T H L Y .
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latest number is longer.
When t hew two-bo ok” system is used.,- it is usual to 
specify that one must be other than a novel or a current maga­
zine. At the Forbes library, where the Browne charging system 
is used, a special"magazine pocket" for reader’s card is provided, 
but in most libraries there is no difference from book pockets, 
dating slips, etc. used in books.
It is a question if many a small library would not 
attract more readers and provide a greater amount of good reading- 
matter if it should divert a small part of Is funds to a few of 
the best periodicals for circulation. The money,say , for three 
average books, would purchase 12 numbers of Harper's magazine 
which would contain more reading matter than the books, of a more 
varied character, and could be used by a larger number of readers.
Bulletins etc. The librarian’s duty is not done when the periodicals 
are received and placed in the reading room, with lists and indexes 
or in the circulating department, but attempt should be made to 
attract readers to the best of all this material and to show them 
that periodicals may be used fo^ serious purposes as well as for 
recreation.
Magazine Day^ An interesting experiment along this line was that de­
scribed by Miss Mary Emogene Hazeltine in Public libraries, 1896, 
as "Magazine day at the Jamestown, N.Y. library". The end in view 
was to acquaint people with the periodical literature on file 
at the library, and through the papers and high schools announce­
ment was made that Fridays in October would be magazine days at 
the library.
The periodicals were arranged on tables in a quiet
corner of the reference room and as people came in, singly or in 
groups, they were told in a conversational way of the merits, 
pbjects,and specialties of various weeklies and monthlies- those 
in which current political news could be found, reviews, editorials, 
etc., and something about the editors, leading writers and 
illustrators. Explanation was also given of how to get at the 
bound volumes. These "magazine days’* were consider ■d very bene^ 
ficial , resulting in more systematic use of the current periodical:
• . 4 •by high school students and more reading for general cultvire on
the part of other readers.! *. *' • . ‘IIt is especially important that, the children should
r . • . •,  4 . * ■« ‘1 . 4 . *be taught, how to use the periodicals and newspapers to get the
.'*■■■ * f , ’ « y
good out of them. In the Cedar Rapids Public library, in the 
course for children on the use of the library, given by the librar­
ian, Miss McCrory.one lesson is devoted to newspapers and period­
icals. It is cohsidered that children will read the newspaper 
'any way and should learn to read it in the right way. ( The school 
can and does, aid greatly in this work. ) In this lesson children's
i i ,  ' ,
periodicals are taken up especially, but adult periodicals having 
children's departments are also discussed.
Bulletins. Attention should be called to the leading articles
by bulletins placed in a prominent place. The C e d a r  Rapids, 
la.. Public library finds its bulletin board for current events 
, very valuable, giving each week a list of the best articles in 
newspapers and magazines,with pictures taken from Harper's Weekly 
and other magazines to illustrate the events.
, I * t .
At the Buffalo Public library each month such a list 
library
is posted. The Carnegie^of Pittsburg h a s  a bulletin in the per­
iodical room,on which they place slips for interesting articles,
instead of having them copied in one list. They oan in this 
v/ay remove or add any very easily. Their printed monthly bulletins 
occas|ionally contain a list of 12 or 15 of the best and most 
interesting recent articles. At the University of Illinois li­
brary each month the library school prepares a list of articles of interes 
to engineers in the current general periodicals, which is posted 
in engineering Kail, and likewise a list for the classical de­
partments of the College of Literature and Arts.
Periodical Department. The care of the current periodicals is a
part of the library work which cannot be neglected, but must be 
kept up to date, and should be supervised by one person. Mr.J.T 
Gero\ild in his helpful paper on the"0are of serial publications” 
given at the A.L.a . conference in 1900 said, ” In small libraries 
they must of cotirse be cared for by some one who has other duties, 
but in any library of over 100,000 volumes there is enough detail 
in the proper supervision of these publications to occupy the entire 
time of one person. * Such person should be made entirely re­
sponsible for the purchase, receipt, and care of all serials .
He should see to it that those obtained by gift are -received re­
gularly,sets made complete, and be prepared to do reference v/ork 
and prepare’reading lists on current topics.”
Under "care” should be included preparation for bind­
ing, since no one so much hn the one who continually handles the 
periodicals knows the details about their make up. Time would 
be saved to a library if this same person or department could 
also catalog the bound volumes of periodicals, since this often 
requires much search for information by a cataioger not so 
familiar with the changes and character of a periodical. At the
Providence Public library one cleric has general care of the per­
iodicals from "start to finish" but it does not state whether 
the"finish" includes cataloging. In the smaller public libraries 
it is common to have the loan desk cleric assist in checking and 
preparation of periodicals.I
Training of staff. To make the best use of periodicals all the 
members of the staff should have a good general knowledge of 
the character of the various periodicals. It is interesting to 
note the requirements for reading room attendants in the 
Cleveland Public library. (L.j. June '01; 26: 335-36.): 1st grade. 
DeptReference,-Assignment, Reading room relief,- Requirements 
Tact, knowledge,of periodicals; 2nd grade, Reading room assistant- 
critical knowledge of periodicals and tact; 3rd grade. Charge of 
resting room, Critical knowledge of periodicals, tact ability to 
supervise all work'of reading room." Examinations for applicants 
in public libraries usually include one or two questions requir­
ing more or less general knowledge of periodicals, The follow­
ing are a few examples of the kind of questions asked:Cincinnati
■ *
p.l. "Name four literary, two scientific, two religious, and two 
juvenile periodicals^' Cleveland p.l. "Name one English and two 
American weeklies treating of public questions; one English 
and one American critical review; a prominent journal devoted to 
art; sport; religion; science; household affairs." Indianapolis 
p.l. "Name ten leading magazines and state their general scope."
The preparation given in the library schools al­
ways includes a careful study of various classes of periodicals.
For example, at the Illinois State library school, early in the 
course, various classes of magazines, critical,bibliographic, 
economic, etc. are discussed, the valuable features brought out,
and. problems given in using them. Lat-er problems are given in 
selection, as a list of general periodicals for a 10,000 volume 
library, or a list of periodicals for a high school. Biblio­
graphy lectures on special subjects given by Professors in the 
different colleges of the University include, besides books, the 
best periodicals for a 10,000 volume library. Instruction and 
practice are also given in ordering, checking receipt,etc.
Periodicals for_____  To give the most efficient service the mem-
the Staff.
bers of the staff must have an opportunity to keep informed on 
the recent periodicals, especially the literary and critical.
At it is in many libraries, the assistants have less opportunity 
to examine the current periodicals than any reader. Within
the last three or four yea^s a number of libraries have made a 
great improvement, in providing extra copies for the staff, 
or allowing the staff the first opportunity for examining the 
new accessions. At the New York state library the new period­
icals are -reserved for 24 hours on special shelves for inspection 
by the staff and library school students.
Among the libraries which buy extra copies for the 
staff are the Buffalo, Cleveland, Newark,N.J. and Springfield,
Mass, public libraries. In Public libraries Nov. 1901,(v.6:533 )
Mr. Dana gives in statistics of library training in 42 libraries 
made up fl?om answers to questions sent, as a fifth heading "Literary, 
library, and general periodicals are provided for assistants as 
soon as published." The figures show that 37 libraries,or 88 per 
cent do make some such provision, while only five libraries, or 
12 per cent do not.
In the Buffalo Public library extra copies of a number
of library, literary, and critical periodicals are taken for the
staff. Each number is covered with tag-board, with the name of 
the library written on the side, and an ordinary book slip is 
prepared for it. The file is in charge of one of the eatalogers, 
is free to the whole staff, and the method of charging is simply 
to write the name of the borrower and the date on the book dip.
The superintendent calls attention to any article of special in­
terest which he has observed by a note on the outside of the cover. 
Interesting articles go into the collection as well as pamphlets 
and lists. Mrs. Elraendorf, in describing this arrangement in 
Public libraries wrote: **l am satisfied that the cost of the ex­
periment is more than repaid,by the increased efficiency of the 
staff.**
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Shading
L I S T . O P  L I B R A R Y  R E P O R T S  A N D  P E R I O D I C A L S  E X A M I N E D .
( N o t e .  I n  nearly e v e r y  c a s e  t h e  r e p o r t s  a r e  a n n u a l ,  a n d  t o  
a v o i d  t h e  u s e l e s s  r e p e t i t i o n  " R e p o r t "  o r  " A n n u a l  r e p o r t "  a s  a  t i t l e  
i s  o m i t t e d ,  l e a v i n g  t h e  y e a r s  a n d  v o l u m e s  o n l y  w i t h  t h e  n a m e  o f  t h e  
l i b r a r y .  V e r y  f e w  c o l l e g e  l i b r a r y  r e p o r t s  w e r e  e x a m i n e d ,  because 
i t  w a s  f o u n d  t h a t  o n l y  a  s m a l l  n u m b e r  c o n t a i n e d  a n y  m a t e r i a l  o n  t h i s  
s u b j e c t .  R e p o r t s  m a r k e d  w i t h  a  c h e c k  x  w e r e  e s p e c i a l l y  u s e f u l .
P .  1 .  s t a n d s  f o r  P u b l i c  l i b r a r y . )
A g u i l a r  f r e e  l i b r a r y ,  N e w  Y o r k  ( c i t y ) .
1 8 8 9  -  1 9 0 0 .  V .  1  -  1 2 .
A l l e g h e n y  ( P a . )  --------------  C a r n e g i e  f r e e  l i b r a r y .
1 8 9 1 ,  ' 9 9 ,  1 9 0 1 .  v .  1 ,  9 ,  1 1 .
A p p r e n t i c e s *  l i b r a r y  c o .  o f  P h i l a d e l p h i a .
1 8 3 5  -  1 9 0 1 .  V . 1 5 ,  1 8 - 1 9 ,  2 1 - 2 2 ,  2 4  -  6 2 ,  6 4 - 7 2 ,
. 7 - 4  -  7 5 ,  7 7  -  8 1 .
A s t o r  l i b r a r y ,  N e w  Y o r k  ( c i t y )  .
1 8 7 3  -  7 5 ,  * 7 7  -  8 0 ,  9 1  -  9 4 .  V .  2 5  -  2 7 ,  2 9 - 3 2 ,  4 3  -  4 6 .
A t l a n t a  ( G a . )  ----------C a r n e g i e  l i b r a r y .
1 8 9 9  -  1 9 0 0 .  V .  1  -  2 .
A u r o r a  ( 1 1 1 . )  ---------- P .  1 .  1 8 9 5 .  ( m s . )
B a n g o r  ( M e . )  - - - P .  1 .  1 8 9 9  -  1 9 0 0 .  V .  1 6  -  1 7 .
B e l l e v i l l e  ( 1 1 1 . )  - — P .  1 .  1 8 9 7  -  1 9 0 1 .  V .  1 4 - 1 8 .
B o s t o n  — P .  1 .  1 8 6 7 ,  * 6 9  - 7 0 ,  * 7 2  -  7 4 ,  8 0  -  1 9 0 1 .  V .  1 5 ,
1 7  -  1 8 ,  2 0  -  2 2 ,  2 8  -  4 9 .
B o w d o i n  c o l l e g e   L i b r a r y .  1 9 0 0  -  0 1 .  V .  1 8 .
B r i d g e p o r t  ( C o n n . )   P .  1 .  1 9 0 0  -  0 1 .  V .  1 9  -  2 0 .
1 8 9 8 .  &  1 9 0 0 .B r o c k t o n  ( M a s s . )  ----------P .  1 .
B r o o k l i n e  ( M a s s . )  ----------P .  1 1 8 9 8  -  1 9 0 1 V .  4 2  -  4 4
B r o o k l y n  ( I T .  Y .  )  L i b r a r y .  1 8 9 3 - 9 5 ,  * 9 8 - 1 9 0 0 .  V .  3 6 - 3 7 ,  4 1 - 4 2 .  
B u f f a l o  ( N .  Y . )  -  P .  1 .  1 8 9 7 - 1 9 0 1 .  V .  1 - 5 .
B u r l i n g t o n  ( l a . )  -  F r e e  P .  1 .  1 9 0 0 .  V .  4 .
C a l i f o r n i a  -  S t a t e  l i b r a r y .  1 8 6 1 - 6 5 ,  ' 8 0 ,  * 8 6 .
C a m b r i d g e  ( M a s s . )  -  P .  1 .  1 8 8 0 ,  * 8 2 ,  * 8 7 ,  * 8 9 ,  * 9 2 - 1 9 0 0 .
V .  2 ,  4 ,  9 ,  1 6 ,  1 9 - 2 7 .
C e d a r  R a p i d s  ( l a . )  -  F r e e  P .  1 .  1 8 9 6 - 1 9 0 0 .  V .  1 - 4 .
C h i c a g o  -  P .  1 .  1 8 7 3 - 1 9 0 1 .  V .  1 - 2 9 .
C l e v e l a n d  -  P .  1 .  1 8 7 9 ,  ' 8 1 ,  * 8 4 ,  ' 8 7 - ^ 8 8 ,  * 9 0 ,  1 8 9 2 - 1 9 0 0 .
V .  1 1 ,  1 3 ,  1 6 ,  1 9 - 2 0 ,  2 2 ,  2 4 - 3 2 .
C i n c i n n a t i  -  P .  1 .  1 8 8 9 ,  * 9 4 - 9 9 ,
C o l u m b i a  u n i v e r s i t y  -  L i b r a r y .  1 8 6 2 ,  * 7 5 ,  * 8 4 ,  * 8 6 ,  * 8 8 ,  1 9 0 1 .
C o n n e c t i c u t  —  P u b l i c  l i b r a r y  c o m m i t t e e .  1 8 9 3 - 9 4 ,  ' 9 5 - 9 6 .
D a y t o n  ( 0 . )  -  P .  1 .  1 8 9 0 - * 0 1 .
D e d h a m  ( M a s s . )  -  P .  1 .  1 8 9 9 - 1 9 0 0 .
D e n v e r  ( C o l o . )  -  P .  1 .  1 8 9 0 ,  ' 9 5 - 9 6 .
D e s  M o i n e s  ( l a . )  -  P .  1 .  1 8 9 3 - 9 4 .
D e t r o i t  — ► P .  1 .  1 8 8 7 - 1 9 0 2 .  V .  7 - 2 1 .
D i s t r i c t  o f  C o l u m b i a . —  ? .  1 .  1 8 9 9 .  V .  2 .
D o v e r  ( H .  H .  )  -  P .  1 .  1 9 0 0 - 0 1 .  Y .  1 8 - 1 9 .
D u l u t h  ( M i n n . )  -  P .  1 .  1 9 0 0 .  . V .  1 1 .
E a u  C l a i r e ( W i s . )  -  P .  1 .  1 8 9 6 - 9 8 .  &  1 9 0 1 .
E n o c h  P r a t t  f r e e  l i b r a r y .  B a l t .  (Md.) 1 8 8 7 - 1 9 0 0 .  V .  1 - 1 5 .
E v a n s t o n  ( 1 1 1 . )  -  F r e e  P .  1 .  1 8 9 7 - 1 9 0 1 .  V .  2 4 - 2 8 .
F o r b e s  l i b r a r y ,  N o r t h a m p t o n  ( M a s s . ) .  1 8 9 5 - 1 9 0 0 .  V .  i - g .
G a i l  B o r d e n  P .  1 .  E l g i n  ( 1 1 1 . )  1 9 0 1 .  ( m s . )
G r a n d  R a p i d s  ( M i c h . )  -  P .  1 .  1 8 9 8 - 1 9 0 1 .
H a m i l t o n  ( C a n a d a )  -  P .  1 .  1 8 9 8 .  V .  1 0 .
Harlem library, Hew York (city) 1898-99 .
H a r t f o r d  ( C o n n . )  - P .  1 .  1 8 9 3 - 9 7 ,  ' 9 9 ,  1 9 0 1 .  V .  5 5 - 5 9 ,  6 1 ,  6 3 .
x  H a r v a r d  c o l l e g e  -  L i t r a r y .  1 9 0 0 - 0 1 .
H a v e r h i l l  ( M a s s . )  -  P .  1 .  1 8 9 9 - 1 9 0 0 .  V .  2 5 - 2 6 .
I l l i n o i s  s t a t e  h i s t o r i c a l  l i t r a r y .  1 8 9 0 ,  ’ 9 2 ,  ' 9 6 - 9 8 .
I n d i a n a p o l i s  -  P .  1 .  1 8 7 3 - 7 4 ,  1 8 8 0 - 8 1 .
J a m e s  P r e n d e r g a s t  f r e e  l i t r a r y ,  J a m e s t o w n  ( N . Y . )  1 8 9 8 - 1 9 0 0 .  V .  8 - 9 .  
x  J o h n  C r e r a r  l i t r a r y .  1 8 9 5 ,  ' 9 7 - 1 9 0 0 .  V .  1 ,  3 - 6 .
K a n s a s  C i t y  ( M o . )  -  P .  1 .  1 8 9 7 - 1 9 0 1 .  V .  1 7 - 2 0 .
x  L o s  A n g e l e s  ( C a l . )  -  P .  1 .  1 8 8 9 - 1 9 0 0 .  V .  1 - 1 2 .
M a s s a c h u s e t t s  -  L i t r a r y  c o m m i s s i o n . 1 8 9 3 - 9 7  .  V .  4 - 7 .
M i c h i g a n  u n i v e r s i t y  -  L i t r a r y .  1 8 9 8 - 1 9 0 0 .
M i c h i g a n  -  S t a t e  . - l i t r a r y .  . 1 8 9 4 - 1 9 0 0 .
M i l w a u k e e  -  P .  1 .  ' 1 8 8 0 - 1 9 0 1 .  V .  3 - 2 0 .
M i n n e a p o l i s  -  P .  1 .  1 8 9 0 - 9 8 .  V .  1 - 9 .
N e w  B e d f o r d  ( M a s s . )  -  P .  1 .  1 8 9 4 ,  9 9 .  V .  4 2  &  4 8 .
N e w a r k  ( N .  J .  )  -  P .  1 .  1 8 8 9 - 1 9 0 0 .  V .  1 - 1 2 .
N e w t e r r y  l i t r a r y ,  C h i c a g o .  1 8 8 8 - 1 9 0 0 .
N e w  H a m p s h i r e  -  L i t r a r y  c o m m i s s i o n e r s ,  B o a r d  o f .  1 8 9 2 - 9 6 .  V .  1 - 3  
N e w  H a v e n  ( C o n n . )  -  P .  1 .  1 8 8 7 - 9 8 .  V .  1 - 1 2 .
N e w  J e r s e y -  S t a t e  l i t r a r y .  1 9 0 0 .
N e w  Y o r k  ( c i t y )  f r e e  c i r c u l a t i n g  l i t r a r y .  1 9 0 0 .  V .  2 1 .
N e w  Y o r k  ( c i t y ) , M e r c a n t i l e  l i t r a r y  a s s o c i a t i o n .  1 8 2 1 - 1 9 0 0 .
V .  1 - 1 9 ,  2 1 - 3 6 ,  4 9 - 5 0 ,  5 2 - 8 0 .
N e w  Y o r k  ( s t a t e )  -  L i t r a r y .  1 8 6 4 ,  * 6 8 - 9 9 .  V .  4 6 ,  5 0 - 8 2 .
N o r t h  A d a m s  ( M a s s . )  - P .  1 ,  1 8 9 7 .  V .  1 4 .
O a k l a n d  ( C a l . ) -  P r e e  l i t .  1 8 9 8 - 1 9 0 0 .
O t i s  l i t r a r y ,  N o r w i c h  ( C o n n . )  1 9 0 0 - 0 1 .
P a t e r s o n ( N . J .  ) -  P r e e  P .  1 .  1 9 0 0 - 0 1 .
P a w t u c k e t  ( R .  I . )  -  P r e e  P .  1 .  1 8 9 9 .
P e n n s y l v a n i a  -  S t a t e  l i t r a r y .  1 8 8 8 - 8 9 ,  1 8 9 4 - 9 9 .  . .
P e o r i a  ( 1 1 1 . )  -  P .  1 .  1 8 9 2 - 1 9 0 0 .  V .  1 3 - 2 0 .
P h i l a d e l p h i a  -  F r e e  l i b r a r y .  1 8 3 6 - 1 9 0 0 .  V .  1 - 5 .
P i t t s b u r g h  -  C a r n e g i e  l i b r a r y .  1 8 9 6 - 1 9 0 1 .  V .  1 - 5 ,
P r a t t  I n s t i t u t e  f r e e  l i b r a r y ,  B r o o k l y n ,  ( * N .  Y .  )  1 8 9 7 - 1 9 0 0 .
P r o v i d e n c e  a t h e n a e u m .  1 8 4 1 - 1 9 0 0 .
Q u i n c y  ( 1 1 1 . )  -  F r e e  P .  1 .  1 8 9 7 - 1 9 0 1 .  V .  1 0 - 1 3 .
R e d w o o d  l i b r a r y  &  a t h e n a e u m ,  N e w p o r t  ( R .  I .  )  1 9 0 0 - 0 1 .  Y .  1 7 0 - 7 1
R e y n o l d s  l i b r a r y ,  R o c h e s t e r  ( N .  Y .  )  1 8 9 2 ,  ' 9 5 ,  1 9 0 0 - 0 1 .
R o c k f o r d  ( 1 1 1 . )  -  P .  1 .  1 9 0 0 .  ( m s . )
S t .  L o u i s  m e r c a n t i l e  l i b r a r y .  1 8 5 0 - 5 8 ,  ' 6 0 - 6 3 ,  ' 6 7 ,  ' 6 9 - 1 9 0 0 .
V .  4 - 1 2 ,  1 4 - 1 8 ,  2 2 ,  2 4 - 5 5 .
S t  L o u i s  -  P .  1 .  1 8 8 6 - 8 8 ,  ' 9 4 - 9 7 .
S a l e m  ( M a s s . )  -  P .  1 .  1 8 8 9 - 1 9 0 0 .
S c r a n t o n  ( P a . )  -  P .  1 .  1 8 9 2 - 1 9 0 1 .  Y. 2 - 1 1 .
S e a t t l e  ( W a s h . )  -  P .  1 .  1 8 9 6 - 9 9 .  V .  6 - 9 .
S p r i n g f i e l d  ( M a s s . )  -  C i t y  l i b r a r y  a s s o c i a t i o n .  1 8 9 9 - 1 9 0 1 .
V .  3 9 - 4 1 .
S y r a c u s e  ( N .  Y . )  -  P .  1 .  1 8 9 5 - 1 9 0 1 .
x U. S. -  L i b r a r y  o f  C o n g r e s s .  1 8 9 7 - 1 9 0 1 .
P E R I O D I C A L S .
B u l l e t i n  o f  b i b l i o g r a p h y .  A p r .  1 8 9 7 - A p r .  1 9 0 2 .  Y. 1 - 3 .  n o .  1 .  
L i b r a r y  c h r o n i c l e .  Y. 1 - 5 .
L i b r a r y  j o u r n a l .  1 8 7 6 - A p r .  1 9 0 2 .  V .  1 - 2 7 ,  n o .  4 .
L i b r a r y  n o t e s .  1 8 8 6 - 9 5 .  Y .  1 - 3 .
P u b l i c  l i b r a r i e s ,  1 8 9 6 - A p r .  1 9 0 2 .  Y .  1 - 7 ,  n o .  4 .
S E L E C T E D  L I S T  O F  R E F E R E N C E S .
A b b r e v i a t i o n s  u s e d .
L .  j .  L i b r a r y  j o u r n a l .
A t r e v i a t i o n s  u s e d .  ( c o n t i n u e d )
L i t .  L i t r a r y .
P .  1 .  P u t l i c  l i t r a r i e s .
L i t .  c h r o n .  L i t r a r y  c h r o n i c l e .
B i t l i o g r a p h y .
S a l e m  -  P u t l i c  l i t r a r y .
P e r i o d i c a l  l i t e r a t u r e ;  i t s  m a k i n g ,  c h a r a c t e r ,  &  u s e .  ( S e e  
S a l e m  P .  1 .  B u l l e t i n  A p r .  1 8 9 9 ,  4 :  1 5 6 - G O )
( R e p r i n t e d  i n  B u l l e t i n  o f  t i t l i o g r a p h y ,  O c t .  1 8 9 9 ,  2 :  9 - 1 0 ,  
&  . T a n .  1 9 0 0 ,  2 :  2 6 - 2 8 . )
G e n e r a l .
A .  L .  A .  c o m p .
L i t r a r y  p r i m e r ;  r e a d i n g  r o o m ,  s e l e c t i n g  p e r i o d i c a l s ,  
e t c .  ( S e e  P .  1 .  . T u n e  1 8 9 6 ,  1 :  4 0 - 4 1 . )
B a i n ,  J .  &  o t h e r s .
V a l u e  &  u s e  o f  p e r i o d i c a l  l i t e r a t u r e .  ( s e e  L .  j .  1 8 9 2 ,
1 7 :  c  6 7 - 6 9 . )
B e r r y ,  S .  H .
t E n a m e l  f i n i s h  o n  m a g a z i n e  c o v e r s , .  ( S e e  L .  .  J u n e  1 8 8 9 ,  
1 4 :  3 2 4 - 2 5 . )
B o l t o n ,  H .  C .
B a d  f e a t u r e s  o f  p e r i o d i c a l s .  ( S e e  L .  j .  J u n e  1 8 9 6 ,
2 1 :  3 1 7 - 2 0 . )
B r e t t ,  W .  H .
U s e  o f  p e r i o d i c a l s .  ( S e e  L .  j .  1 8 9 5 ,  2 0 :  c  1 2 - 1 6 . )
C a r e  o f  n e w s p a p e r s  i n  t h e  M a s s a c h u s e t t s  s t a t e  l i t r a r y .
( S e e  L .  j .  I T o v .  1 8 9 3 ,  1 8 :  4 7 2 . )  L R e p r i n t  f r o m  t h e  B o s t o n
C a r v e r ,  L .  D .
T o  w h a t  e x t e n t  s h o u l d  a  s t a t e  l i b r a r y  k e e p  n e w s p a p e r s  
p u b l i s h e d  o u t s i d e  t h e  s t a t e ?  c w i t h  d i s c u s s i o n , . ( S e e  P .  1 .
J a n .  1 9 0 1 ,  6 :  1 9 - 2 3 . )
C r u n d e n ,  F .  M .
H o w  t h i n g s  a r e  d o n e  i n  A m e r i c a n  l i b r a r i e s .  ( S e e  L i b .
J a n .  1 9 0 1 ,  1 2 :  2 1 . )
___________________  R e p o r t  o n  p e r i d o i c a l s .  ( s e e  L .  j .  1 8 8 9 ,  1 4 :  c  2 5 4 - 5 6 . )
R e p o r t s  f r o m  9 2  l i b r a r i e s .
C u t t e r ,  C .  A .  &  o t h e r s .
c B i n d e r s . a ( s e e  L .  j .  1 8 9 6 ,  2 1 :  c  1 2 8 - 2 9 . )
L a n a ,  J .  C .
R e a d i n g  r o o m ,  p e r i o d i c a l s .  ( s e e  h i s  L i b r a r y  p r i m e r .
1 8 9 9 .  p .  5 7 - 6 2 . )
D e n v e r  -  P u b l i c  l i b r a r y .
P e r i o d i c a l s .  ( s e e  i t s  H a n d b o o k .  1 8 9 5 .  p ,  3 4  - 4 5 . )  
G e r o u l d ,  J .  T .
C a r e  o f  s e r i a l  p u b l i c a t i o n s ,  c &  d i s c u s s i o n 3 .  ( s e e  L . j .
1 9 0 0 ,  2 5 :  c  4 4 - 4 5 ,  1 4 4 - 4 7 . )
I l l i n o i s  s t a t e  l i b r a r y  a s s o c i a t i o n .
D i s c u s s i o n  o n  P u c k  &  J u d g e  .  ( s e e  P .  1 .  A p r .  1 9 0 1 ,
6 :  2 3 6 - 3 7 . )
J  a r n e  s , H a n n a h  P .
R e a d i n g  r o o m  &  p e r i o d i c a l s c &  d i s c u s s i o n a .  ( s e e  L .  j .
1 8 9 6 ,  2 1 :  c  4 9 - 5 1 ,  1 2 9 - 3 0 . )
J a m e s ,  ¥ .  J .
w h a t  p r o p o r t i o n  o f  i t s  f u n d s  i s  a  c o l l e g e  l i b r a r y  j u s t i ­
f i e d  i n  d e v o t i n g  t o  c u r r e n t  p e r i o d i c a l s ,  d i s c u s s i o n 3 .
( s e e  L .  j .  1 8 9 8 ,  2 3 :  c  1 0 7 - 8  &  1 7 3 . )
J V
L e r a c k e ,  E r n s t .
T h e  l i b r a r i a n  &  t h e  i m p o r t e r .  ( s e e  L .  j .  1 8 9 7 ,
2 2 :  c  1 3 - 1 4 . )
M a c  E a r l a n e ,  J o h n .
L i b r a r y  a d m i n i s t r a t i o n .  1 8 9 8 .  p .  4 8 - 4 9 ,  5 3 ,  1 9 6 - 9 7 .  
M a t h e w s ,  ¥ .
I m p o r t a n c e  o f  p e r i o d i c a l  l i t e r a t u r e .  ( s e e  h i s  L i t e r a r y  
s t y l e  &  o t h e r  e s s a y s .  I ' d .  5 ,  1 8 8 8 .  p .  6 1 - 7 1 . )
P l u m m e r ,  M a r y  W r i g h t .  *• '
R e a d i n g - r o o m . . . . w o r k .  ( s e e  h e r  H i n t s  t o  s m a l l  l i b r a r i e s .  
E d .  2 .  1 8 9 8 .  p .  4 5 - 4 7 . )
P o o l e ,  R .  B .  &  o t h e r s .
M a n a g e m e n t  o f  p e r i o d i c a l s  a  s y m p o s i u m  .  ( s e e  L .  j .
J a n .  1 8 9 0 ,  1 5 :  5 - 7 . )
P o t t e r ,  A .  C .
S e l e c t i o n  o f  b o o k s  f o r  c o l l e g e  l i b r a r i e s ,  t  p e r i o d i c a l s . ,  
( s e e  L .  j .  1 8 9 7 ,  2 2 :  c  4 3 - 4 4 ,  1 6 1 - 6 5 . )
R o b e r t s o n ,  A .  W .
A r r a n g e m e n t s  f o r  m a g a z i n e s  a t  t h e  p u b l i c  l i b r a r y ,  
A b e r d e e n .  ( s e e  L i b .  c h r o n .  1 8 8 7 ,  4 :  1 1 1 - 1 3 . )
S p o f f o r d ,  A .  R .
P e r i o d i c a l  l i t e r a t u r e .  ( s e e  h i s  B o o k  f o r  a l l  r e a d e r s .
Ed.  2 .  1 9 0 0 .  p .  1 5 7 - 7 0 . )
___________________  P e r i o d i c a l  l i t e r a t u r e  &  s o c i e t y  p u b l i c a t i o n s .  ( s e e
U .  S .  -  E d u c a t i o n ,  B u r e a u  o f .  P u b l i c  l i b r a r i e s  i n  t h e  U .  S .  
1 8 7 6 .  p t  .  1 .  p  .  6 7 9 - 8 5  . )
S t o c k w e l l ,  G e o r g e .
W h a t  p e r i o d i c a l s  s h o u l d  b e  p u r c h a s e d ,  a  p e r s o n a l  o p i n i o n ,  
( s e e  P .  1 .  J a n .  1 9 0 2 ,  7 : 1 3 - 1 7 . )
I J .  S .  -  L i t r a r y  o f  C o n g r e s s .
D i v i s i o n  o f  p e r i o d i c a l s .  ( S e e  i t s  R e p o r t .  1 9 0 1 .  p t . 2  
( m a n u a l )  p .  2 4 8 - 5 3 . )
W h e l p l e y ,  A .  W .  &  o t h e r s .
S u p p l y i n g  o f  c u r r e n t  d a i l y  n e w s p a p e r s  i n  f r e e  l i t r a r y  
r e a d i n g  r o o m s .  ( s e e  L .  j .  1 8 9 4 ,  1 9 :  c  4 2 - 4 9 ,  1 4 3 - 4 6 . )
t
C H E C K  L I S T S .
B o w k e r ,  R .  R .
C u r r e n t  m a g a z i n e  c h e c k - l i s t s ,  a n o t h e r  m e t h o d .  ( s e e  L .  j .  
O c t .  1 8 8 9 ,  1 4 :  4 0 4 - 5 . )
H i l l ,  G e r t r u d e  P .
H o w  p e r i o d i c a l s  a r e  c h e c k e d  i n  t h e  N e w  Y o r k  p u b l i c  
l i t r a r y .  ( s e e  L .  j .  J u l .  1 9 0 1 ,  2 6 :  3 9 Q - 9 1 . )
L a m e s ,  H a n n a h  P .
C u r r e n t  m a g a z i n e  c h e c k  l i s t s ,  ( s e e  L .  J .  S e p t . 1 8 8 9 ,
1 4 :  3 3 7 - 7 8 . )
T I T L E - P A G E S  &  I N D E X E S .
4
A .  L .  A .  -  T i t l e  p a g e s  &  i n d e x e s ,  C o m m i t t e e  o n .
R e p o r t .  ( s e e  L .  j .  1 8 9 9 ,  2 4 :  c  1 1 4 - 1 5  &  1 9 0 1 , 2 6 :  c l l 4 - 1 6 )  
t T i t l e  p a g e s  &  i n d e x e s  t o  p e r i o d i c a l s , .  ( s e e  L .  j .  O c t .  
1 8 9 8 ,  2 3 :  5 7 8 . )
i p e  c o m m e n d a t i o n s  t o  p u b l i s h e r s  a d o p t e d  t y  t h e  L .  A .  U .  K . )  
R E A D I N G - R O O M  &  F U R N I T U R E .
B u r g o y n e , F .  C .
F i t t i n g s  &  f u r n i t u r e ................. ( s e e  h i s  L i t r a r y  c o n s t r u c t i o n .
1 8 9 7 .  p .  1 0 5 - 1 5 ,  1 2 0 - 2 5 . )
G r e e n w o o d ,  T h o m a s .
T a b l e s ,  c h a i r s ,  n e w s p a p e r  s t a n d s ,  e t c .  ( s e e  h i s
P u b l i c  l i b r a r i e s .  1 8 9 4 .  p ,  3 9 5 - 9 7 . )
P o o l ,  W .  F .
S m a l l  l i t r a r y  b u i l d i n g s , r e a d i n g  r o o m s ,  ( s e e  L . J .  1 8 8 5 ,
1 0 : c  2  5  5  -  5  6  .  )  ______________________________ __
A n d r  e w s ,  C  .  W .
C o o p e r a t i v e  l i s t s  o f  p e r i o d i c a l s  &  t r a n s a c t i o n s  o f  s o c i e ­
t i e s ,  c w i t h  b i b l i o g r a p h y  c o m p ,  b y  A .  G .  S .  J o s e p h s o n a .  ( s e e  
L .  j.  1 8 9 9 ,  2 4 :  c  2 9 - 3 2 . )
U n i o n  l i s t  o f  p e r i o d i c a l s  i n  C h i c a g o  l i b r a r i e s .  ( s e e  
P .  1 .  M a r .  1 9 0 0 ,  5 : 6 0 - 6 1 . )
P R I N T E D  C A R D  I N D E X E S .
A. L .  A .  -  P u l l i s h i n g  s e c t i o n .
P r i n t e d  c a t a l o g  c a r d s  f o r  b i b l i o g r a p h i c a l  s e r i a l s .  ( s e e  
L .  3 .  S e p t .  1 9 0 1 ,  2 6 :  6 9 0 - 9 1 . )
_______________ _ P r i n t e d  c  r d s  f o r  s e r i a l s .  ( s e e  L .  j .  J a n .  1 8 9 8 ,
2 3 :  2 4 - 2 5 . )
__ ________________  R e p o r t .  ( s e e  L .  j .  1 8 9 9 ,  2 4 :  c  9 5 - 9 6 . )
A n d r e w s ,  C .  W .
U s e  m a d e  o f  t h e  p r i n t e d  c a t a l o g  c a r d s  f o r  a r t i c l e s  i n  
c u r r e n t  p e r i o d i c a l s .  ( s e e  L .  j  .  1 8 9 8 ,  2 3 :  c  1 1 0 - 1 2 . )
B i l l i n g s ,  J .  S .  &  o t h e r s .
C o o p e r a t i v e  p r i n t i n g  o f  a n a l y t i c a l  r e f e r e n c e s .  ( s e e  
L .  j .  1 8 9 7 ,  2 2 :  c  1 6 8 - 7 2 . )
C a t a l o g  c a r d s  f o r  c u r r e n t  p e r i o d i c a l s .  ( s e e  P .  1 .
P e b .  1 8 9 8 ,  3 :  4 5 . )
B U L L E T I N S ,  E T C .
P o s t e r ,  W .  E .
T h e  P r o v i d e n c e  p u b l i c  l i b r a r y .  ( s e e  L .  j .  1 8 8 0 ,  5 :  2 0 4 - 5
H a z e l t i n e ,  M .  E .
M a g a z i n e  d a y  -  a n  e x p e r i m e n t .  ( s e e  P .  l ,  J u n e  1 8 9 6 . 1 : 5 1 )
COOPERATIVE LISTS.
M c . C r o r y ,  H a r r i e t t s  L .
S c h o o l  & li b r a r y ,  a  p r a c t i c a l  p a p e r  o n  m e t h o d s .  ( P . . 1 .  
J a n .  1 9 0 0 ,  5 :  1 0 - 1 1 . )
T R A I N I N G  &  P E R I O D I C A L S  
P O R  T H E  S T A P P .
E l m e n d o r f ,  M r s .  T h e r e s a  ( W e s t ) .
P e r i o d i c a l s  f o r  t h e  s t a f f : t B u f f a l o  P .  1 . 3 ( s e e  P .  1 .
P e t .  1 8 9 8 ,  3 :  4 5 . )
P a i r c h i l d ,  M r s .  S a l o m e  ( C u t l e r ) .
U s e  o f  p e r i o d i c a l s .  ( s e e  L .  j .  M a r c h  1 8 9 8 ,  2 3 :  1 1 8 . )  
H a s s e ,  A .  R .
T r a i n i n g  o f  l i t r a r y  e m p l o y e e s .  ( s e e  L .  j .  A u g .  1 8 9 5 ,
2 8 :  c  2 7 2 - 7 3 . )
P l u m m e r ,  M a r y  W r i g h t .
P e r i o d i c a l s  f o r  t h e  s t a f f .  ( s e e  P .  1 .  M a r .  1 8 9 8 .  3 : 9 7 )
C L E V E L A N D  P U B L I C  L I B R A R Y .
R O U T I N E  O P  U O R K  F O R  
P E R I O D I C A L  C L E R K ,
h a v i n g  i n  h i s  c h a r g e  t h e  g e n e r a l  c a r e  o f  
t h e  p e r i o d i c a l s  f o r
ig
T h e  M a i n  l i b r a r y  
a n d
T h e  B r a n c h e s
1
THE PERIODICAL WORK.
The periodical work comprises:
1. Selection
2. Ordering
3. Daily care of mail received
Checking and distributing 
Mechanical preparation for use
Accessioning (temporary) of circulating numbers.
4. Care of gifts
5. Indexes to lists, giving publishers' addresses and prices.
6. Delinquents, missing numbers, and indexes.
7. Surplus periodicals.
8. Preparation of lists for public use.
9. Binding lists.
10. Work of departments and branches in connection with binding.
11. Branch accessioning of bound volumes.
12. Transferring to fill sets.
13. Buying volumes to fill sets.
2
' S E L E C T I O N  A N D  O R D E R I N G .
E a r l y  i n  S e p t e m b e r  l i s t s  g i v i n g  t i t l e s  o f  p e r i o d i c a l s  f r o m  
w h i c h  s e l e c t i o n s  f o r  t h e  c o m i n g  y e a r  m a y  b e  m a d e ,  a r e  p r e p a r e d  a n d  
t w o  c o p i e s  s e n t  t o  e a c h  b r a n c h  a n d  d e p a r t m e n t .  T h e s e  l i s t s  a r e  
m a r k e d  t o  s h o w  t h e  n u m b e r  o f  c o p i e s  o f  e a c h  t i t l e  a s k e d  f o r ,  a n d  
i t s  r a n k  i n  i m p o r t a n c e  f o r  t h e  d e p a r t m e n t  o r  b r a n c h .  O n e  c o p y  o f  
t h e  l i s t  i s  r e t u r n e d  t o  t h e  p e r i o d i c a l  c l e r k  a n d  o n e  h e l d  a t  t h e  
d e p a r t m e n t  o r  b r a n c h .
T h e  a b o v e  l i s t s  s h o u l d  r e a c h  t h e  p e r i o d i c a l  c l e r k  b y  O c t o b e r  
1 ,  a n d  f r o m  t h e m  o n e  t a b u l a t e d  l i s t  i s  m a d e  t o  l a y  b e f o r e  t h e  B o a r d .
T h e  h e a d s  o f  d e p a r t m e n t s  a n d  b r a n c h  l i b r a r i a n s  r e t a i n  t h e  
d u p l i c a t e  c o p y  o f  t h e i r  r e q u e s t s ,  a n d  a d d i t i o n s  o r  c h a n g e s  m a y  b e  
m a d e  i n  t h e i r  r e q u e s t s  u n t i l  t h e  w h o l e  l i s t  h a s  b e e n  p a s s e d  u p o n  
b y  t h e  B o a r d  a n d  t h e  d e p a r t m e n t s  a n d  b r a n c h e s  n o t i f i e d  o f  t h e  d e c i s ­
i o n s  o f  t h e  B o a r d ,  w i t h  a n  o p p o r t u n i t y  m a k e  a  l a s t  r e q u e s t  f o r  
c h a n g e  b e f o r e  t h e  l i s t  i s  p u t  i n t o  t h e  h a n d s  o f  t h e  A c c o u n t a n t  f o r  
o r d e r i n g ;  a f t e r  t h a t  n o  c h a n g e s  a r e  t o  b e  m a d e  i n  t h e  l i s t .
O n  S e p t e m b e r  1  a l s o  l i s t s  o f  a l l  s u b s c r i p t i o n s  a r e  s e n t  t o  
t h e  n e w s d e a l e r s  f o r  t h e i r  b i d s .
W h e n  t h e  b i d s  a r e  r e c e i v e d  t h e  r e s u l t s  a r e  t a b u l a t e d ,  a n d  
t h e  s o u r c e  f r o m  w h i c h  e a c h  p e r i o d i c a l  s h a l l  b e  p r o c u r e d  i s  c h o s e n .
T h e  s o u r c e s  a n d  p r i c e s  a r e  a d d e d  t o  t h e  l i s t  w h i c h  i s  t o  b e  
p r e s e n t e d  t o  t h e  B o a r d ,  a n d  t h e  t o t a l s  f o r  e a c h  t i t l e ,  b o t h  o f  
t h e  n u m b e r  a s k e d  f o r  a n d  t h e  t o t a l  e x p e n s e ,  a r e  a l s o  g i v e n .
W h e n  t h e  p e r i o d i c a l  l i s t  h a s  b e e n  a c t e d  u p o n : -
1 .  T h e  d u p l i c a t e  l i s t s  a r e  s e n t  i n  f r o m  t h e  b r a n c h e s  a n d  
d e p a r t m e n t s  a n d  m a r k e d  t o  s h o w  a n y  c h a n g e s  i n  t h e  l i s t s  a s  d e c i d e d  
u p o n  f r o m  t h e  r e q u e s t s  m a d e ,  a n d  r e t u r n e d  t o  s e n d e r .
2.  A  f i n a l  o p p o r t u n i t y  i s  g i v e n  f o r  a n y  o n e  t o  a s k  f o r  a  
c h a n g e  i n  t h e  l i s t  t o  b e  o r d e r e d .
3 .  W h e n  t h e s e  a r e  d e c i d e d  u p o n  a n d  r e p o r t e d  t h e  c a r d s  f o r  
t h e  c h e c k  l i s t  f o r  t h e  c o m i n g  y e a r  m a y  b e  w r i t t e n  b y  t h e  o n e  h a v i n g  
t h e  w o r k  i n  c h a r g e  a t  t h e  d e p a r t m e n t  o r  b r a n c h .
4 .  T h e  o r d e r  l i s t  i s  p l a c e d  i n  t h e  h a n d s  o f  t h e  A c c o u n t a n t ,  
w h o  m a k e s  t h e  o r d e r s .
5 .  C a r d s  a r e  m a d e  for t h e  o f f i c i a l  c h e c k - l i s t .
)))
T h e  c h e c k l i s t s  f o r  t h e  t w o  y e a r s  s h o u l d  b e  c o m p a r e d  a n d  a n y  
p a p e r  w h i c h  a p p e a r s  i n  t h e  c u r r e n t  l i s t  a n d  n o t  i n  t h e  l i s t  f o r  t h e  
c o m i n g  y e a r  t o  a n y  a d d r e s s ,  s h o u l d  b e  o r d e r e d  d i s c o n t i n u e d .
G r e a t  c a r e  i s  n e e d e d  t o  s e e  t h a t  a l l  p e r i o d i c a l s  s u b s c r i b e d  f o r  
c o m e  p r o m p t l y  a t  t h e  b e g i n n i n g  o f  t h e  y e a r .
)))
A  l i s t  o f  t h e  p e r i o d i c a l s  o n  f i l e  i n  t h e  r e a d i n g  r o o m  i s  
m a d e  f o r  e a c h  d e p a r t m e n t  a n d  b r a n c h ;  t h e  l i s t  f o r  M a i n  R e a d i n g  r o o m  
a l s o  c o n t a i n i n g  l i s t s  o f  C a s e  L i b r a r y  a n d  Y . M . C . A .  p e r i o d i c a l s .
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C O N C E R N I N G  t h e  6 ~ f I C I A L  C H E C K L I S T . .
The check-list when ready for use shows:
Title of periodical
Source ' *
Actual cost 
Frequency of issue
Number of copies taken and their distribution 
Order number 
Date of issue
How and when index may be expected 
Period covered by volume
Period of subscription if other than the calendar year. 
Cost of binding per volume.
Each periodical is checked on arrival to show:
Volume
Number
Date of each number
Date of receipt (except weeklies)
(This does not apply to daily papers, weekly newspaper gifts, or 
library bulletins, which are received for the Main library only, 
and receive sufficient care in the departments where they are put 
on file.)
®  The index to the check-list shows:
Title
Frequency of issue 
Address of publisher
Publishers price, per year and per number 
Size
Period covered by volume
How and when index may be expected
Cost of binding per volume
At the expiration of any subscription which is not be to 
re-ordered, the paper should be ordered discontinued. A single 
subscription for one branch needs the same attention even though 
the paper should still be sent to all other addresses.
%Should any papers which have tieen ordered discontinued still 
be received, they should be treated as gifts until the matter is 
settled, sending the postal card acknowledgment. 'For special 
care of gifts, see p. )
At the beginning of each year constant attention is required 
until all subscriptions have begun to be received regularly.
® T h e  one who has the care of the official check—list is notified 
of the failure to receive any paper, or of any paper which is 
received in imperfect condition, sends for same, and when received 
forwards it to the place where it is needed.
0)
C leveland Public. Library.
----------------------------- ---- ---------- 189.—
I b eg  to  call y o u r a t te n tio n  to  th e  fac t th a t  N o ............
o f  th e  c u r re n t vo lum e (V o l.___________ x  18 .......... ) of.___ ___________
---- --------- -------- ------ ----- ------- —---------------------- for w hich  we su b sc rib e
th r o u g h ................. .......... ..............____________ ____________ \ ___________ ....
h a . ....... fa iled  to  reach  th is  L ib ra ry , and  to  re q u e s t th a t  you  w ill. - . / *^s
k in d ly  m ake good th is  deficiency.
‘QNV33A330
Advdan onand
(C. P. L. F o rm  186— 200-11-1900)
CLEVELAND PUBLIC LIBRARY,
I take  p leasu re  in acknow ledg ing  the rece ip t by 
______________________ L ibrary , of________
for w hich p lease  accep t the  thanks of the  L ib rary  Board.
I re g re t th a t we can not subscribe for it, b u t we would be g lad  
to  place it on file in our R ead in g  R oom  if we are to con tinue  to 
receive it as a gift. K ind ly  le t me know.
Y ours truly,
L ibrarian .
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GIFT TO THE
CLEVELAND PUBLIC UBRART.
4GIFTS.
^  On receipt of a sample copy of any respectable paper a 
return postal card is sent, on which is printed a blank form for the 
acknowledgment of the gift, also saying that while, we cannot 
subscribe for it, we would be glad to place it on file in our 
Reading Room if we are to continue to receive it as a gift, and 
requesting a reply.
The specimen copy is then marked with date of acknowledg­
ment , and filed away awaiting an answer.
If word is received that it will be sent to the library, 
a card is made for the gift index, another card for the check-list, 
and the paper is sent to the Reading Room with the request that it 
be checked in that department and placed on file.
If an unfavorable reply is received, or no reply comes 
within a reasonable time, the papers are turned over to the vice­
librarian to dispose of.
( a
C53 por all periodical gifts a card index is made, showing 
title, address, donor where known and other than publisher, and 
the department or branch at which it has been received.
Each year the branches report on the gifts of current 
periodicals, and the information which they send is added to this 
index.
During November of each year this index is verified for 
omissions, change of address, and any errors, and the card is marked 
to show what part of the year's issues have been received.
During December a letter is written to each donor in 
acknowledgment of the gift and requesting its contimiance.
t  r r
\  \ \
^Each gift as received, except government publications and 
library bulletins, is stamped "Gift to the Cleveland Public Library."
All responses from publishers promising complimentary 
copies are filed in the "Periodical" letter file.
!
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P e r i o d i c a l . ) R e c e i v e d .
V ,
N o .
I n d e x . D a t e_ ------- -- ------  — ---------  --------- ------  |
Why needed ?-
Verified. -- 
Approved. 
Ordered--
(C. P . L. Form, 195-lm-4-19ol-
Number of Copies.
D e p ' t . S u b s c r i b e d
f o r
T o  b e  B o u n d O n  h a n d  in  
g o o d  c o n d i ­
t io n
N e e d e d
L i b r a r i a n .
P e r i o d i c a l . )
D e p a r t m e n t  o r  B r a n c h .
v.
N o .
I n d e x . D a t e .
Ordered -- 
Remarks
Received (Date)
<C. P. L, Form, 195-lm-4-1901.)
(C. P. L. Form 149. 500—3-19oq )
P U B L I C  L I B R A R Y .
D ea r S ir :
Cleveland,.... ...............................jy Q
In order to complete oiir set of-.
we peed..
B y  kiiid ly  sending the same you w ill greatly  oblige,
Yours respectfully,
WM. H. B R E T T ,  L i b r a r y *
SUPPLYING MISSING NUMBERS TO COMPLETE 
VOLUMES FOR BINDING.
($)1. When any number of a periodical is needed to complete 
a volume to be bound in any department or branch, an order for same 
is made out on the periodical order card, and sent to the periodical 
cleric.
5
2. The periodical order cards previously received are 
looked over to catch any duplicate orders.
3. The binding lists are consluted to see that the volume 
is to be bound. If not, the request is txxrned over to the 
librarian.
4. The duplicate list is consulted to see if it may be 
procured from the surplus periodicals.
5. The subscription list is consulted and compared with 
the binding list, to see if it can be procured from any other 
department or branch.
6. All other sources failing to supply them, the order cards 
are sent to the librarian for his stamp of approval, and the period-
C9P icals needed are ordered on printed postal cards. All orders 
are sent to the publishers excepting in the case of foreign 
periodicals, which are ordered of the dealers who have our sub­
scriptions.
7. The order card is marked to show when and of whom ordered, 
and the cards are filed alphabetically in the "ordered" list,
the lower half being returned to sender.
8. These requests are expected to be taken care of at the 
beginning of each month. Anything ordered at the first of the 
previous month and not received should be re-ordered.
9. When received, the date of receipt is entered in the 
proper blank, the periodical is sent to the department asking
for it, and the card is filed-alphabetically in the "received" list.
10. When bill is received it is checked from the order card", 
(if the amount is more than $1.00, it is marked to show to which de­
partment the amount is to be charged,) then given to the Accountant 
for payment.
11. Periodicals out of print may be advertised for in 
Publishers Weekly.
S U R P L U S  P E R I O D I C A L S .
All periodicals not to be bound, as soon as their current 
usefulness is past, are sent to the periodical clerk.
i
All gifts of periodicals, if they are to be stored, 
are sent to the periodical clerk.
All periodicals which are to be stored are
A d d e d  to the l i s t  of duplicates 
Done u p  in p a c k a g e s  a n d  l a b e l e d  
A r r a n g e d  an t h e  s h e l v e s  i n  t h e  attic, as nearly 
alphabetically as is convenient.
